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ABSTRACT 

The Military Standard Requisitioning and Issue Pro 
cedure (MILSTRIP) was designed to provide forms, formats, 
codes and documentation necessary to attain one basic autos} 
matic data processing (ADP) oriented requisitionins and 
issue system throughout the Department of Defense. The 
Navy Standard Requisitionins and Issue Procedure (IAVSTRIP) 
implemented the program in the Navy on 1 July 13°2., This 
system prescribed standard format and data elements for 
communicating supply réquarements, action, and informatie. 
throvghout the Naval Supply System and between services. 

This study econsists ef: a brict discussion” of Mile. ie. 
development; an outline of MILSTRIP/NAVSTRIP basic manual 
requisitioning elements; and a review of several requisi- 
Gironing svstems used in industry and business. The purpose 
of the study is to make some comparisons between the requi= 
Sition systems investigated in an effort to summarize common 
elements and to make recommendations for simplifyine NAV- 
STRIP requisition form (manual) and procedures. 

The writer wishes to express his appreciation 162 the 
assistance and encouragement siven to hir by Commander 
paecrman We Blandin, S@poly Corps, Us So lavy wet Veco 
Naval Postgraduate School, in this research. Also, appre- 
ciation is expressed to the many persons who contributed 
basic information regarding requisitioning procedures in 


business and industry. 
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CHAPTER I 


THE PROBLEM AND DEFINITICNS CF TERMo USED 


I, Significance of Requisitioning Procedures and Forms 
Emphasis on improved inventory or materials management, 
during the past two decades, in both industrial-business 
enterorises and governmental agencies has resulted in many 
studies and research efforts, In most business organizations 
a substantial part of their assets are represented in invent~ 
ory, and effective control procedures are an important ele-= 


ment of their operations, + 


In many companies, including 
manufacturing, stores inventories may represent half of the 
company's net worth, In wholesale merchandising and depart- 
ment store businesses, the percentage is much higner, and in 
most cases the value of their inventories far exceeds the 
value of their cash at all times,< 

Usually, such aspects of this management control area 
as the determination of economic lot sizes and demand fore- 
castine systems for raw materials, supplies, and repair 
parts; development and improvement of purchasing procedures 
and forms; imorovement of storage and materials handling 
methods: and determination of economical and efficient 
distribution or transportation methods receive the most 

Ipata Processing Division, International Business 
Machine Corporation. General Information Manual, Inventory 


Control and Material Accounting, IBM, 1961: tl. 


“Hodges, H. G. Procurement the Modern Science of 
Purchasing. Harper and Bros., 1961: 216-217. 





attention, The research and development efforts in the above 
facets of inventory management have produced the means and 
methods for many improvements, more efficiency, and more 
orofits (or cost savings). Undoubtedly, many of the successes 
realized from these studies can be attributed to increased 
use of scientific management techniques of quantifying 
problem elements and the development and extensive use of 
computers in mechanically processing data for problem solving. 
Evidences of many successful applications of scientific 
management can be found in the business and trade publi- 
cations, Also, many large corporations have added operations 
research or management science staffs, and graduate schools 

of business have added whole new departments in these 
subjects, 

One material control process that is more mundane and 
relatively simple as compared to a complicated problem such 
as forecasting of inventory requirements is the requisi- 
tioning procedure, The importance of this phase of opera- 
tions is indicated by the trend for many years toward paper 
records and perpetual inventories and away from control 
through the physical stores themselves, 4+ Several studies 
have indicated a policy by industrial companies of tightening 


up on stock disbursements through the use of an approved 


3Data Processing Division, International Business Mach- 
ine Corp. General Information Manual, IMPACT - Inventory 
Management Program and Control Techniques, IBM, 1962: 1. 


Ritchie, We (Bes FProduction.and inventory Comerom 
Ronald Press Co., 1951: 9b. | 





requisition which is delivered to the warehouse or storeroom 
storekeeper. Even though the subject of requisitioning and 
the necessary forms to produce orders is not as thoroughly 
pursued as some of the more complex aspects of inventory con- 
trol, the development of procedures and design of forms is 
not overlooked. Numerous cases of efforts in this field were 
reviewed in this study. In fact, many comnanies and govern= 
ment agencies such as the Department of Defense have expended 
much money, time and effort to develop requisitioning pro- 
cedures and design forms as part of their over-all inventory 
management system, 

In some respects the success or failure of any effective 
and efficient inventory control system rests on the premise 
that there is a responsive means of providing information and 
data accurately and expeditiously throughout all levels of 
the system, Usually, such information as material require- 
ments, receipts, storaze locations, inventories, and issues 
is provided by recording of applicable data on paper forms, 
Even though there has been a trend, during the past several 
years, in both industry and government toward recording and 
processing more and more of this information on mechanized 
records - EAM cards, paper tape, and magnetic tave by electric 
accounting machines and computers = there still remains a 


need to record certain input data on forms, manually at some 


Me lnitsky, B. Management of Industrial Inventory. 
Conover-Mast Publications, 1953: 193, 


6 


stage of the cycle. 
Thus; it can be concluded that the procedures and design 
of forms for requisitioning or ordering (purchasing) materials 
are considered to be important, and they must be developed to 
permit manipulation and recording of data by human hands, 
This is necessary to insure that appropriate information flows 
throughout the organization =- either to responsible personnel 
aaeuthe form of orders, purchase orders, reports, cree o: ac 
the data processing equipment for compilation, One can look 
at a requisition document as a silent, unhuman, and yet dy- 
namic messenger or vehicle of information for those concerned 
with obtaining and using materials and supplies and those 
concerned with the control of ordering, stocking, or issuing 


of required items, 


II, The Problem 

Material Requisitioning in the Navy, With the advent 
of the Military Standard Requisitioning and Issue Procedure 
(MILSTRIP) and the Navy Standard Requisitioning and Issue 
Procedure (NAVSTRIP), the Navy requisitioning procedure 
changed from a semi-mechanized one to a fully machine= 
oriented procedure, Since 1 July 1962, the information re- 
corded on a requisition document has had to be coded to a 
great decree and entered in a rigidly prescribed manner to 


permit ultimate EAM processing. Under NAVSTRIP, the 


oN cycle is defined in this case as the process of 
ordering, receiving and issuing an individual item of material 
or merchandise for use in conducting operations. 


hi 





requisition and issue documents are not simple and mean- 
ingful documents to the average consumer of material, Today, 
it takes a trained specialist to interpret and get some 
meaning from the soecalled routine order document in the U. S. 
Navy and in all Department of Defense activities, This is 
true primarily because of the desired mechanical processing 
which depends eventually on key punching of applicable data, 
Unfortunately or fortunately, depending on the way one looks 
at the problem, EAM cards can only contain a limited number 
of characters; thus, the need for considerable abbreviation 
and coding. Although this is true, the procedures must 
accept manual preparation and processing for some levels of 
the »srequisitioning cycle. 

Statement of the Problem, It was the purpose of this 
study (1) to review some of the development studies which led 
to the implementation of MILSTRIP and NAVSTRIP: (2) to examine 
and summarize the basic elements of MILSTRIP and NAVSTRIPs 
(3) to examine and summarize the basic steps of requisitioning 
procedures and forms used by several U. S. corporations; (l) 
to summarize common elements in these requisitioning proced- 
ures and make comparisons; and (5) to review some of the 
problems encountered by Navy nonmechanized requisitioners and 
make recommendations for alleviating them in the future, 

Importance of the Study. The implementation of MILSTRIP/ 
NAVSTRIP inaugurated, perhaps, the most sophisticated, com- 
plex, and all-inclusive requisitioning procedure ever known 


to man, The vorocedures, forms, and formats were developed 


5 





and deSigned as a requisite step toward a highly automated 
inventory management system throughout the Department of 
Defense, / It was essential to have a common language and 
standard procedure in order to proceed with plans for a mass 
suvoly support system for common use items between and within 
the military departments. MILSTRIP provided the necessary 
tools for the furtherance of these plans, Originally, the 
ideas were conceived for a requisitioning procedure that 
would be used by "Single managers" only; however, Mr. T. D. 
Morris, Assistant Secretary of Defense (Installations and 
Logistics) directed the implementation of the procedures and 
forms for most supply transactions among and within all mili- 
tary departments, 

The changeover to a highly mechanized system had far= 
reaching ramifications to users in all services, especially 
to those who were not geared to mechanization of record pro- 
cessing, 

Even though the procedures have held up "under fire" and 
seem to have proved their over-all benefits to the inventory 
manavcement system, certain problems have been brought to 
light, esvecially insofar as the "manual" requisitioners are 
concerned, The true value and applicability of the requisi- 
tioning procedures should be judged, at least to a degree, 
by their adaptability and applicability at the user level 
(whether that level is capable of key punching order cards 

‘Ball, So. M. Supply Manazement Progress Report, 


Monthly Newsletter - Magazine of the Navy Supply Corps. 
vo 2 oe eee oe. (2G 





or must type or write them out) and by the improvements and 
savings realized in over-all supply support to the operating 
units in the field, at sea, or deployed anywhere in the 


world, 


Iil, Definitions of Terms Used 

The terms used in supply operations are not familiar to 
everyone and are sometimes interpreted differently by differ- 
ent people, During the process of conducting this research, 
it became apnarent that supply terminology varied considera= 
bly in industry and business, It was not unusual to find 
three or more different terms meaning somewhat the same thing 
from company to company. For example, a stock number, which 
is a number constructed in various ways with integers and/or 
letters to identify an item of stock, was called a stock 
numeém. an article, item, liné, unit, and product code by 
different companies, To clarify some of these semantic 
differences and to provide a common meeting between the 
writer and the reader the following definitions of terms are 
provaded: 

To acknowledge the reference to other publications and 
to particular procedures discussed later in this paper the 
following codes will be found in parentheses at the end of 


each definition, 


CODE REFERENCE AND/OR PROCEDURE 
(NS) NAVSTRIP = use for reference 


and terminology under both 
MILSTRIP and NAVSTRIP. 


(Mw) Montgomery Ward procedures, 
f 





CODE REFERENCE AND/OR PROCEDURE 


(SR) Sears, Roebuck and Co, procedures, 

(NB) National Biscuit Co. procedures, 

(G) General = general reference and 
applicability. 


Accounting Number, An accounting number is a numerical 
symbol assigned by the Comptroller of the Navy to ships, air- 
craft units, and shore activities for the purpose of identi- 
fication on all documents entering into accounting processes, 
(NS) 

Advice Codes, Advice codes are those used by the 
requisitioner to furnish data to supplying activities, such 
oe Do Not Substitute," (iS) 

Article Number, An identifying number for each specific 
item under each department. (Mw) 

Automatic Data Processing (ADP). Automatic data pro- 
cessing employs a stored-program operated computer or other 
processing equipment. The computer, guided by its program, 
produces outputs from available source data without inter= 
vention by man. ADP is often referred to as electronic data 
processing; however, ADP equipment may or may not be elec= 
tronically operated, (G) 

Backorder(s), The holding in suspense of a material 
request until available for issue. Formerly referred to in 
Navy terminology as an "Obligation." (G) 

Bakery and Shipping Branch, The organization, personnel, 
and facilities for baking and shipping NABISCO products to the 
sales branches for distribution to the retail outlets, (NB) 
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Basic List. The list which identifies those articles 
wiaieh are centrally procured either by central buying offices 
or mailorder houses and stored in the maiiorder houses for 
replenishment of retail store stocks, The articles so desig- 
nated must be ordered from the mailorder house by the retail 
stores, (Mw) 

Bill To. For all interservice transactions and intra= 
Navy case sales, "Bill To" means prepare the proper billings 
and "Forward To" the activity designated, For intra-Navy 
final title expenditures the "Bill To" activity is the charge- 
able activity. The accountable activity is otherwise identi- 
fied, (NS) 

Bundles, The bulk ordering unit for each product, These 
units are used by the sales branch to order from bakery and 
Shipping branches, The bundle iS an economical shipping 
quantity for loading on pallets or in large shipping boxes, 
Sales branches are encouraged to order in bundle quantities 
only. An example: a bundle of product number 27 ~ VERI-THIN 
oretzel sticks, 7# oz. contains 95 packs, (NB) 

Buying Department. A merchandising department of the 
sears organization, There is a buying department for each 
division in the retail store, The offices of the buying de- 
partments are located in either Chicago or New York. There 
are branch buying departments in each of Sears! territorial 
headquarters, such as Los Angeles, Calif. (SR) 

Cancellation, A total or partial discontinuance of 


supply action requested of and confirmed by the supplier, (NS) 


Chargeable Activity. The chargeable activity is the 
activity for which the expenditure represents a cost of 
operation regardless of the funds used, the activity admini- 
stering the funds, the activity performing the accounting, or 
the activity preparing the requisition. (NS) 

Cognizance Symbol. A one or two-digit code (letter and/ 
or number) to identify a commodity of material for inventory 
control purposes within the Navy. This code is a prefix to 
the FSN on Navy inventory records and documents, For examples: 
"nN" cog identifies electronic equipment and repair parts, (NS) 

Control Store. A catalog~-order plant. Sears has eleven 
of these huge plants (warehouses) in the United States, The 
control stores buy, stock and issue (sell) merchandise for 
customers - through catalog orders ~ and to retail stores for 
Stock and resale, In general each control store serves a 
specified territory. (SR) 

Control Store Pack, The smallest number of an item that 
can be ordered at one time from control store or pool stock, 
If the factory pack is given in the Unit Buying Control (UBC) 
pages, merchandise is ordered in multiples of the factory 
pack to simplify packaging at control store or pool, (SR) 

Data Processing. Data processing is the receiving, 
recording, manipulation, transmission, and reporting of all 
types of transactions. Data processing is the primary means 
utilized by management in compiling information used to exere= 
cise control over an organization. (G) 


Data Transceiver, A digital communication device 


10 





capable of transmitting and receiving information, with an 
acceptable degree of accuracy, in a form suitable for direct 
input to a data processing system. (NS) 

Demand Code, A mandatory entry of single alphabetic 
character by the initiator of a requisition or a supply 
directive to indicate to the management element of a distri- 
bution system, whether the demand is recurring or none= 
recurring, (NS) 

Disvosition Codes, The codes used by the mailorder 
house processins sections to indicate exception action on 
retail-store stock orders; e.g., PO~l means "Out of Stock < 
Reorder in Ten Days." (MW) 

Distribution Codes, The codes which identify the 
territory (location) and type of store (small, large, etc.) 
on all order and shipping documents, (Mw) 

Division, A unit in the retail store that sells a 
particular line (or group of items) of merchandise, Each 
division is numbered; e.g., Division 6 - Sporting Goods, (SR) 

Document Identifier, A code (three characters) that 
identifies the basic type of administrative action, the 
specific subtype of supply transaction, and related modi- 
fying instructionsefor ®ach typeset supply docurient waed 
throughout the requisitioning, processing, and issuing 
functions or other types of sunply transaction within and 
between suvply and distribution systems, (NS) 

Document Number, A lb-digit nonduplicative number con~ 


structed so as to identify the military service, Julian 


hab 





date, requisitioner, and serial number, (NS) 

Exceotion Suoply Status, Any nonoositive supply avail- 
aboilicy decision alone or in combination, ieee any suc, 
action other than issue of material in the quantity requested 
results in exception status. (NS) 

Factory Pack, The number of items packed as one ship-= 
ment at the source. The factory pack may be one, two, four, 
eight, 12 or packed in dozens, etc, (SR) 

Fill Unit. The number, Minimum Order Quantity (MOQ), 
of standard pack units to be packed for shipment to the retail 
store, This will correspond to the unit of storage in the 
warehouse - box, carton, crate, bag, etc. (Mw) 

Follow-up. An inquiry as to the action taken on a 
requisition previously submitted, (NS) (G) 

Force/Activity Designator, (A Roman numeral) A desig- 
nator established by each military service or the JCS which 
relates to the military mission of the force or activity. (NS) 

Fund Code, A two-digit code which may be used to cite 
accounting data on Navy requisitions, (NS) 

Inventory Manager, Inventory Control Points and Defense 
Supply Agency Supply Centers, (NS) 

item. One piece, or a particular size or color range, 
or the smallest selling unit, of a line of goods, For example, 
items from various lines a@are: a pair of nylon hose ina 
certain size or colors: a piece of cotton cloth; or a set of 
aot clings.) Gok) 


Item Ratings, All items of merchandise are "rated" 


2 


according to the amount of sales volume the item is ex= 
Heezed to Conuribute to the line or tovthne aivyision, for 
example, item ratings begin with "Basic-basic" (BB) which 
is given to the most important items, (SR) 

Julian Date, The Julian Date consists of two elements: 
the last digit of the calendar year and the numeric consecu+ 
tive day of the calendar year; e.g., 2052 = 21 February 1962. 
HAS mvimeric consecutive day of the,caiendar year is foundiod 
Government~issue calendar pads, (NS) 

Line of Merchandise, An assortment of related items 
grouped together for buying, selling, and all other merchan-= 
dising activities. While related, the items ina line may 
differ in size, color, quality, pattern, or type. (SR) (Mw) 

Mailorder House (or Catalog-Order Plant). The organi- 
zation, personnel, and facilities - offices, warehouses, etc.-=- 
for buying, stocking, and issuing (selling) merchandise to 
retail stores and customers in a given region or territory. 
(MW) (SR) 

Material Release Order, A requisition-type order issued 
by an accountable supply-system manager directing a non- 
accountable activity (usually a storace site or material drop 
point) within the same supply distribution complex to release 
and ship material. (NS) 

Media and Status Code. A single-character code that 
indicates the type status required, who is to receive the 
Stazus, and how the status is to be Lurpnished, 136 .ecoune 


nications media, (NS) 


iS 


Merchandise Departments, The designation of the organi- 
Zational structure by commodities of merchandise. An over- 
all descriptive title of a grouping of merchandise items, 

For example, Department 60 is the designation used through- 
out the orranization for Sports Equipment and Items. Depart-= 
ment numbers are used to identify types of merchandise bought, 
Stored and sold through the mailorder house, retail store, 
and catalog, Department numbers are also used as a part of 
the identifying number for items ordered by retail stores and 
customers, (Mw) 

ferchandise Lines, A classification of items within a 
department by general category of material; e.g., under 
Department 60 - Sports Equipment = a merchandise line would 
be firearms and accessories, (Mw) 

Merchandise Lists, The division manager's reference 
book for merchandising his division, Each Merchandise List 
(ML) covers one line of merchandise. The Lists contain ine 
troductory pages, entitled "Merchandise List Pages" and "Unit 
Buying Control Pages." The ML pages describe and illustrate 
merchandise, give its stock numbers, selling prices, markup 
codes, and "item rating" or importance, The UBC pages give 
ordering infornation and are the basis for deciding how much 
merchandise to order, (SR) 

Merchandise Record, The record which provides identi- 
fying information for articles which are authorized for 
resaleminethe retail stores, This record indicates mine 


articles which are either centrally procured and stored 


Ly 
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through the mailorder house system or for which open-end 

type contracts have been consummated by Montgomery Ward 
buying offices, The merchandise records give complete ident- 
ification of each article - size, weight, color, etc. = pro- 
vides ordering and markup information, and serves as a 
document for recording inventory on hand, received and 
"needed" by the retail store, (MW) 

Minimum Order Quantity, The minimum quantity of each 
article which may be ordered by each stock order, The M0Q 
is determined by the minimum economic quantity which is 
packed and shipped by the manufacturer, Articles which have 
"standard" voacks are issued in the MOQ to the retail stores 
regardless of the quantity ordered by the store, (MW) (SR) 

Minimum Source Shipment. The smallest number of an 
item that the source will ship at one time, (SR) 

Mode of Shipment Code. The mode of shipment code is a 
one-digit alphabetic character which identifies the initial 
method of movement by the shipper. (NS) 

Nonrecurring Demand, A demand made on a "one-time" 
basis Normally, to provide inital stockame allowances; 
meet planned programmed requirements, and to meet one-time 
oroject or maintenance requirements. (NS) 

Pack. The unit of packaging by the bakery; e.g., one 
yack of product number 27 contains six individual boxes of 
oretzel sticks, (NB) 

Parent. An adjective describing the Chicago Head-~ 


quarters of Sears, Roebuck and Co., hence the "parent office," 
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Parent cansists of the top executive staff of the company, 
the central administrative, operating, and supply depart- 
ments, and the buying departments, (SR) 

Passing Action, The term is applicable when forwarding 
macerial demands Irom one supply Source Loe another supply 
source, (NS) 

Pool Stock (or Pool). The items (articles) of merch- 
andise carried in the mailorder house warehouse for replen-= 
ishment of retail store stocks. (MW) A company warehouse 
established for the purpose of distributing merchandise to 
specific divisions in the store, espécially to those divi-= 
Sions where mass handling and storing of goods is cheaper and 
more efficient than regular methods, "Pool" operations are 
similar to those of the control stores, (SR) 

Priority Delivery Date, The maximum standard terminal 
@ame tor normal order and shipping time required forga supply 
system to effect delivery of items to a requisitioner, (NS) 

Priority Designator, The numeric entry made by the 
initiator of a requisition woich relates to the mission of 
the requiring activity and the urgency of need for the 
material, (NS) 

Product Code Number, A numerical code (one, two, or 
three digits) used to identify each NABISCO product = a 
stock number: e.g., 370 - Ritz crackers, one 1b. box. (NB) 

Project Code. A three-character code assigned to ident- 
ify projects of a special program nature for recognition 


throughout any distribution system, (NS) 
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Recurring Demand, A demand to replenish material 
utilized on a day~to-day basis, (NS) 

Referral Order, An order used between depots, inven-~ 
tory managers, or other managers in an established supply 
distribution system for the purvose of passing correctly 
routed requisitions for "not in stock (NIS)" items for con= 
tinued supply action when the initial activity cannot fill 
the demand. (NS) 

Required Delivery Date, The specific calendar date, 
other than the Priority Delivery Date, when material is 
required by the consignee, (NS) 

Requisition. The document originated by the requestor 
to a supply point to obtain material. The supply source may 
also be in the activity itself, such as a company main waree= 
house, In Navy usage, requisitions may be transmitted by 
messace (NTX), telephone, or radio when time is of the 
essence, Such requisitions will be relayed in exactly the 
Same coded format as that specified for message requisitions, 
(NS) (G) 

Retail Store, The organization, personnel, and facili- 
ties for retail selling of merchandise to customers ina 
piven area - a city or part of a city. The stores are class= 
ified as small, large, extra large, et¢., according te annual 
sales volume, (MW) (SR) 

Routing Identifier, (RI) A code (three characters) 
that identifies a specific supply and aistreiery mone ene aie 
zation as to its military service or governmental ownership. 


(1S) 
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Sales Branch. The organization, personnel, and faci- 
lities (offices, warehouses, etc.) for ordering, stocking, 
and distributing NABISCO products to retail outlets ina 
specified territory. (NB) 

Service Code. A single character code that identifies 
a Service or element of a Service; e.g., "N" = Navy. (NS) 

Shipment Status. Positive advice of shipment including 
date of shipment, mode, bill of lading, or airway bill nume- 
ber, as applicable. (NS) 

Signal Code. A single alphabetic code having dual 
purpose in that it designates the field containing the ine 
tended consignee and the activity to receive and effect pay- 
ment of bills, when applicabie. (NS) 

Source. A manufacturer who sells merchandise to Sears 
for resale. Each source is assigned an identifying number 
for ordering purposes. A vendor who sells merchandise. (SR) 

Status Codes. Furnishing of information from supply 
sources to requisitioners or consignees of the status of 
requisitions. (NS) 

Stock Number. The identification number of each item, 


It may be four digits that are prefixed by code letters such 


as "R" or "0" and/or suffixed by code letters such as "K" or 
"E"3; e.g@., RE502L. (SR) A Federal Stock Number consists 
of an eleven-digit number consisting of the following: first 
four digits - Federal Group and Class or commodity; last 
seven digits - Federal Item Identification Number (FIIN) used 


to identify each item under each Federal Group and Class. (NS) 
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Sub-Class. A classification of items within a merchan- 
dise line by an identification of a specific type of item; 
@.g., under Merchandise Line =- Firearms and Accessories: 
Single Barrel Shotguns and Center Fire Rifles. (MW) 

Unit of Selling. The unit of each article which may be 
sold to a customer (minimum quantity); e.g., each, pound, 


pair, etc. (MW) (SR) (NB) 


IV. Assumptions and Limitations 

Assumptions. It is assumed that there will be continued 
emphasis on the development of a highly automated and quick 
reaction inventory management system in the Department of 
Defense. Machine-oriented formats, codes and forms will 
continue to be a requisite for information input data from 
all levels. It is also assumed that the ultimate goal of the 
inventory management system will be to provide the best 
supply support possible to all levels of consumers within 
given economic and feasible criteria. Any future develop- 
ments in the requisition documents and other material move= 
ment documents will be made to provide for maximum simplicity 
and adaptability throughout the Department of Defense acti- 
vities. 

Limitations. This research has confirmed a bélief that 
a highly mechanized data system has definite limitations, 
such as extensive coding due to limited space available on 
EAM cards and forms. This in itself results in unavoidable 
complexities in the design of procedures. for the preparation 
and processing of order cards and issue forms. 
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Obviously, the field of requisitioning and issuing of 


materials is an extremely broad one. For example, the fieia 


encompasses such aspects as purchasing of materials from 
vendors, identification of materials, special rules for re- 
quisitioning certain types of materials, accounting data and 
summarization of charges (or billing), shipping and invoicing 
of materials, etc. This study did not attempt to cover the 
many requirements and variations of the procedures for ré= 
quisitioning of materiel. The study was concerned only with 
the procedures and forms used by the Department of Defense 
activities, specifically the U. S. Navy, and by several 
business firms to requisition common use items of supply by 
Ghe consumer or retail level, internally or from a supply 
peant or supplier. The investigation was directed tainly po 
the consumer or user of material who must prepare his requi- 
sition manually. 

Early in the study, it became evident that the corporae- 
tions contacted either did not have written procedures on 
this subject or that they considered them semi-proprietary 
and would not provide them. There were several cases, howe 
ever, where they would have been willing to provide informae 
tion if a personal visit could have been made to one of their 
offices. Examples are automobile manufacturers, drug dealers, 
and department stores. Limited time for this study precluded 
many visits and a thorough analysis of many commercial proe 
cedures, It is hoped that the data recorded herein even 


though limited in scope, will prompt further review and study 
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of the subject by interested agencies or individuals. 


V. Review of the Literature 

Literature on the subject of requisitioning, per ge, is 
not easy to locate. It is not a subject which is dealt with 
separately since it is only one aspect of broader suvdjects 
of procurement, inventory control, or materials management. 
This is due partially to the greater attention given to these 
broader subjects, the effort and costs of developing an opere 
ating procedure within industry and business that is con- 
sidered in some cases semi-proprietary (thus, not availabie 
for publication), and the detail and complexities of a 
requisitioning system that is usually designed to meet a 
specific company or agency need. Another reason for the lack 
Man terature on this subject is the lack of written infor- 
mation within corporations and the resulting need for an 
actual case study of the procedures. 

Most trade journals publish articles on much broader 
subjects. The only magazine that gives much coverage to the 
subject is Purchasing. 

With the emphasis on the need for an automated and effie 
cient inventory control system in the Department of Defense 
and the recent establishment of the Defense Supply Agency and 
the resulting need for a machine-oriented requisitioning and 
issue procedure, excellent publications and reports are avail- 
able on the procedures and forms used for requisitioning 
material in the DOD. 

Research Significance. ~ No other research papers on 
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this particular aspect of the inventory control field were 
located. One interesting term paper by LCDR R. T. Tinney, 
SC, USN, was read. In this paper he recognized the ine 
creasing emphasis on mechanization for data processing and 
advocated the early adoption of the proposed Navy Requisi- 
tion/Issue Procedures using NAVSANDA Form 1093 throughout 
the Navy (in 1958).° 
Sources Searched. = The following sources were searched: 

1. Books on the subjects of material management, 
inventory management, production and inventory control, pro= 
curement, and purchasing (in USNPGS library). 

2. selected business and management periodicals 
(1958-1964) (in USNPGS library). A complete and thorough 
search was made for pertinent articles and information on 
the subject in the journal entitled: Purchasing. 

So Technical research report indexes were screened 
for the period 1960 to date. No research reports by govern= 
mental agencies or scholastic institutions were located 
other than those published by the Department of Defense under 
the Single Manager Systems Design Project = Défense Materiel 
Management Program - Project 60-11. 

4, Government (Department of Defense and Navy 
Department) technical publications on the subject of re-= 
quisitioning and material issue priority system. 

Oo. Operating procedures from selécted U. S&S. 

Stinney, Ro T, Requisitaon Processine of Supply 
Activities. U. 5. Naval Postgraduate School, Monterey, 
Calif. (Unpublished Term Paper), 1958: 33-35, 
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Corporations that were made available by correspondsnce or 


company visits. 


VI. Organization of the Report 

In order to summarize common elements and requirements 
of requisitioning procedures and make appropriate compari- 
sons between MILSTRIP/NAVSTRIP and requisitioning procedures 
used in industry and business the fcllowing approach is 
taken: 

To review some of the development studies which led to 
the implementation of MILSTRIP/NAVSTRIP. 

To summarize the basic requirements of MILSTRIP and the 
steps in NAVSTRIP for the manual preparation, submission, and 
miocessing of requisition. 

To describe the basic steps in the requisitioning pro- 
cedures of several U. S. corporations. 

Mo summarize common elements in tnese requisitiirenan. 
procedures and make comparisons of methods and requirements. 

Finally, to determine if there are elements of commere- 
cial procedures which might be adopted in the modification of 
MILSTRIP/NAVSTRIP to alleviate some of the problems exper= 
jenced by the "manual" preparation of requisitions in Navy 


ft 


activities, afloat and ashore, 
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CHAPTER IT 
DEVELOPMENT OF THE UNIFORN MATERIEL ISSUE PRIORITY SYSTEM 


AND THE MILITARY STANDARD REQUISITIONING AND ISSUE PROCEDURE 


I. Defense Supply System Background 
The Defense Supply System is the largest business in the 


world. It is, for example, 17 times greater (measured in 


dollars) than the huge General Motors compiex. It contains 
over 5.5 million stock numbered items valued at over 47 
billion dollars. These stocks are stored in liarge quantities 
throughout the world to support the U. 5S. military estab-= 
lishment. The great bulk of these supplies are stored within 
the continental limits of the United States in over 80 huge 
depot complexes. During fiscal year 1960, 109 million 
receipts and issues were processed at this level, an average 
of over 360,000 per day. To manage this colossus the supply 
systems utilize approximately 170 electronic computers and 
£00,000 personnel at a total annual cost of over 2.5 billion 
dollars.” 


At the end of World War II, the military services were 


faced with the problem of disposing of huge excesses of mater- 

ials that had been stockpiled duringe the war. With such a 

large disposal program in progress, it was extremely difficult 

for the services to coordinate their efforts. As the years 
IFederal systems Division, International Business 

Machine Corporation. General Information Manual, "MILSTRIP"- 


Military Standard Requisitioning and Issue Procedures = a2 
DUMMaryn “Hom, L96Gl: 2. 


24 





passed, it was noted that one service was disposing of items 


while another was procuring these same items to meet its 
needs. This problem and the continual demobilization and 
redeployment of forces, which created gross imbalances in 
the structure of services! supply systems, pointed out the 
need for interservice supply support. 

The first of a series of interservice supply support 
agreements was consummated in 1950. Under these agreements 
one service provided supply support to an organization's 
activities of another service. In some cases this support 
was limited to certain commodities of supplies while in cther 
cases complete supply support was provided. Thess agreements 
proved to be successful from the standpoint of supply effect- 
iveness and economy but introduced problems in documentation, 
since each service had its own forms and procedures for ree 
guisitioning and distributing supplies .t? 

A further refinement of the interservice supply support 
agreements came about in the formation of the Single Manager 
Supply Agencies. The first four of these Agencies (Subsise- 
ence, Clothing and Textiles, Petroleum, and Medical Sup- 
plies) were established by the Department of Defense in 1956. 
The purpose of the Single Manager System was to eliminate 
overlap and duplication in the supply of items used by more 
than one service. The concept made use of the facilities, 
mesources, and Skilis available invecach sof jtme mnie ra, 


services by making them available to the entire Department 
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of Defense. One of the main functions of the Single Mana- 
gers was to eliminate interservice competition in procure- 
ment of materials. Definite economies were anticipated from 
obtaining better prices for items through bulk-elot purchases, 
By 1961 approximately 1.2 million of the 3.5 million items in 
the Defense Supply System were under the management control 
of the Single Manager Supply Agencies. 

Introduction of the Single Manager concept provided the 
basis for a further integration of materiel management pole 
icies and procedures, and dictated standardization in some 
areas, particularly those relating to the requisitioning and 
distributing of supplies. Ideally, a completely uniform 
system of requisitioning and distributing of supplies should 
have been developed prior to the establishment of the first 
Single Manager Agency. As each new Single Manager was estab- 
lished, it developed its own system, usually influenced by 
the background and training of the personnel assigned to the 
task. Staffing was, predominantly, from the service assigned 
the Single Managership. Consequently, several new systems 
for documentation and distribution were added to those many 
systems already existing. 

Recognizing the need ova comprehensive approach to 
the integration of materiel management, the Department: of 
Defense established, in 1960, the Defense Materiel Manage= 
ment Program. This program consisted of a group of intere- 
related projects designed to achieve further integration of 
materiel management within the Department of Defense. It was 


to supplement individual service management improvement 
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programs. The Single Manager Systems Design Project No. 
60-11 was a major project within this program. ‘Two of thé 
reports from the ad hoc committees working under Project 60+ 
11 are pertinent to my research efforts and will be discussed 
next. These reports are entitled: Proposed Uniform Issue 
Priority System; and Proposed Uniform Requisitioning and 


or 
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Issue Procedures. 


Se all II, Uniform Issue Priority System Study 

One of the major problems in the processing of material 
requests under the Single Manager System was that of deter= 
fmine Che prieritvy or Urgency of tne Services requjicemen:. 
in relation to one another. It was considered essential in 
the efficient manazement of material supply systems to devel- 
op a standard and common basis, insofar as expressing urgency 
of need was concerned, for each military service submitting 
requirements to the Singlé Manager Supply Agencies. Thus, 
one of the early studies under the DOD Defense Materiel 
Management Program ~ Project 60-11 = was assigned to the aréa 
of material priority systems. 

During the conduct of its review of issue priority sys~ 
tems, the committee found that each of the services had 
devised an issue priority system for the guidance of supply 
acuivities in furnishing supply support to its componen: 
forces. These systems varied from a thorough Navy system 
comprising 357 separate priority categories to a relatively 
simple Marine Corps system of designation of priority by 


"emergency" or "routine," coupled with an activity or 
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mission consideration.~+ 


It was confirmed that the sepa- 
rate issue priority systems developed by the services had 
complicated the application of appropriate supply effort on 
the part of Single Managers, and military services in intere 
service supply support. The study group found that, as a 
result of the nonuniform issue priority systems of the sere 
vices, the Single Managers had to devise charts to attempt 
GO equate the various degrees of priority to insure uniform 
application of supply effort on e@quivalent priorities, 

Since the Single Managers had encountered the problem 
of equating priorities across military service lines, and 
an issue priority system had to be based on operational 
massions of activithes, the Department of Defense requested 
the Joint Chiefs of Staff to devise a uniform priority system 
for the Single Managers and for use in interservice supply 
support. The JCS developed such a system based upon the 
designation of activities by mission, and determination of 
tie urzency of the need by the ustr. The issue priority 
study committee used this JCS uniform priority system to 
evaluate the different services' systems, 

The analysis of the services' issue priority syssemng 
revealed that in all systems consideration had been given to 
the mission of the unit and the urgency of the requirement. 
This was particularly evident in the Navy and the Air Force 
where the priority systems specifically defined mission 

lipepartment of Defense. Defense Materiel Management 
Program Project 60-11. Proposed Uniform Issue Priority 
SMCiviclir ee, ieee jercg ie WmihVeniisyleYshepeedac (sO) als 
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categories and end-use or urgency categories. As stated 


Carlier, the services’ systems were compared with the one 
developed by JCS, and a review of the approximations revealed 
that there was little variance between thoss of the Navy and 
Air Force and the JCS system. Even though the JCS system 
could not be compared directly with those of the Marine Corps 
and the Army, a compatibility in systems was indicated.” 
As a result of these comparative studies, the committee cone 
cluded that the JCS system of Uniform Issue Priority Desig- 
nators provided a nucleus for development of a uniform priore 
ity system for single manager commodities and would bé@ worke- 
able for all military services. 

A major objective in the analysis of the military ser- 
vices priority systems was to arrive at requisition process= 
ing standards to insure delivery of materiel to customers 
eonsistent with the mission and urgency of the need. An 
important consideration in developing processing and handling 
standards for requisitions, was the rapid advance and use of 
ellectronic data processing, el@ctrical accounting syst@ms, 
and data transmission equipment. It was agreed these systems 
had greatly increased the ability of supply systems to react 
to customer requirements. Also, an overriding consideration 
in establishing standards for processing was the dollar mat- 
erial pipeline costs, with particular emphasis on order and 
shipping time. It was concluded, in consideration of thesé 


factors, that customers should be able Go expect deli vc. ma 
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Single Manager material stocked at an area supply source 
within 30 days for a routine requirement. Overseas customers 
should expect delivery of Single Manager material stocked at 
a CONUS supply source within 60 days for a routine require= 
ment providing that timely transportation was available. 
Therefore, requisition processing and material movement maxe= 
imum standards were established on this basis. 
The committee report concluded with this recommendations: 
That a Uniform Materiel Issue Priority System be 
adopted by the Department of Defense for use of military 
services in requisitioning Single Manager commodities, 
for use in interservice supply support and for use in 
requisitioning from the General Services Administration.» 
The proposed Uniform Issue Priority System was to be 
based on the JCS system which discriminated in a uniform 
manner between activities on the basis of mission and need, 
The factor which related to the mission of the activity was 
called the Force/Activity Designator (FAD). There were five 
levels of FAD's; from Designator [I = the most important mili- 
tary activities insofar as mission was concerned, @.f., U. 
5S. forces in combat =- to Designator V, these being those 
activities of least military importance (reserve training 
activities, for instance.) To determine in a uniform manner 
the need of items requested, an Urgency of Need Designator 
had to be assigned by the requisitioner. Items which were 
required to permit the activity to perform its primary 
mission were to be assigned Designator "A." Designators "B," 


"c," and "D" were to be assigned to items which were less 
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important to the performance of the activity'’s mission, "p” 
would be assigned to items ordered as routine stock repien- 
ishment. 

With the combination of these two factors, the requis- 
itioner would assign a Priority Designator to each item 
ordered. The proposed system provided for Issue Priority 


Designators 1 through £0 as shown below: 


Force/Activity Designator Urgency of Need Designator 
1 4 di 46 
aia £ o Le slg 
pelea 3 6 nS) Le 
TV a“ 9 14 a 
V 8 LO 15 20 


The above Priority Designators were to be assigned 
uniformly throughout all service activities, and the supply 
points and activities would issue material based on the 
urgency indicated by the priorities = the most important 
bese in Che order 1, -2,.o,8evuc. tircudt-0- 

The Proposed Uniform Issue Priority System was reviewed 
by the Department of Defense, JCS, and the military services, 
With slight modifications, the system was approved and estabe- 
lished by the Department of Defense Instruction 4410.6 of 
24 April 1961. The Uniform Materiel Issue Priority System 
(UMIPS) was implemented as part of the Military Standard 


Requisitioning and Issue Procedure (MILSTRIP) on 1 July 1962. 
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III. Proposed Uniform Requisitioning end 
Issue Frocedures Study 

To assist in alleviating some of the documentation 
problems, specifically those concérning requisitioning and 
issuing procedures encountered in the Single Manager System, 
another study was conducted by the Field Procedures Section 
of the Single Manager Systems Design Project under the Def- 
ense Materiel Management Program Project 60-11. As stated 
in the report, the objective of this study was: 

To develop to the extent practicable for all Singisé 

Manager commodities, uniform operating procédures 

employed between consumers requiring and distribution 

depots or supply points furnishing Single Manager items 

of supply. These procedures must be simple, flexible, 

and comprehensive to provice for consumer ease, flex] 


ibility for emergency situations, and comprehensive 
with regard to management control.+ 


In conducting this study the design criteria for req- 
uisitioning and issue procedures at the consumer level 


Were > 15 


l. Maximum speed consistent with desired accuracy. 
zo Highest obtainable efféctivensss and efficiency 
consistent with economy. 
5. HKconomical operations consistent with customer 
satisfaction and mission. 
4, Simplicity consistent with item management require} 
ments at the customer level. 
5. Procedures capable of expansion and desired 
14 epartment of Defense. Defense Materiel Management 
Program Project 60-11. Proposed Uniform Requisitioning and 
Issue Proc®édures. Vv. 2,0 fart 2, Maren, )25ol ne 
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flexibility to accomodate mobilization néeds. 
Uniformity from the view point of customers and 
the supply distribution aystems. 

Compatability with basic DCD and military service 


supply concept. 


The design criteria for procedures at the distribution 


or supply-point level were substantially the same as for the 


customer level. 


Also, to further amplify the basic critéria. other néce- 
bY y 


essary requirements were estabiished to assure a unirorm 


system for requisitioning and issuing, such as; 


ie 


L6 
Standardized requisition format through consistency 
of elements of data and uniformity of digital come 
DOS dro iO. 

Furnishing of supply status information through an 
inclusive system encompassing all reasonable poss- 
ible status consistent with economy and an effective 
system of customer foliowup. 

Recognition and use of an "issue priority" which 
indicated the methods of communications and specific 
standards for distribution depot processing, and 
related transportation to the customer. 

The maximum current and potential future use of 
high-speed communications facilitiss transmitting 
supply data between customers and distribution 
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Current and projected mechanization of customer and 
depot operations, including compatability with cur= 
rent mechanized operations and adgptability to 


future mechanization. 


The committee realized from the beginning that any uni+ 


form procedures would have to recognize and accommodate, to 


the extent practicable, such widespread basic variables ass 


1. 


2 o 
Oo 


4, 


Centralized vs. decentralized stock control and item 


accountability concé@épts. 


Manual vs. EAM vs. computerized customers. 


Manual vs. EAM vs. computerized stock points. 


U. S. mail vs. high-speed data transmission. 


These and other accommodations notwithstanding, the 


committee believed that a system could be devised that would 


be fundamentally sound, sufficiently simple, and yet would 


contain the essential elements of uniformity. 


To achieve the goals of developing a simple, workatls 


system for supply operations between customer and depot 


supply points the Field Procedures Section deemed it necessary 


to observe and record: 


1. 


The basic requisition processing systems in the 
Department of Defense, 

The various requisition, status, follow-up, snip- 
ping and billing documents used by the DOD supply 
systems. 

The Goecument distrivution Pormeeequisin ones. 


voices, and [oy me 


This was, as anticipated, a herculean task and involved 
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many weeks of review and study by the committee. Initia. 
information regarding field procedures was obtained from 
departmental, Single Manager, and services’ ICP directives 
and instructions. A review of this information was supple= 
mented by review and compilation of procedures and dotu= 
mentation at six depots and four consumer installations. 
Recognizing the multiplicity of differing military ser- 
vice supply management concepts and organizations, the come 
mittee realized that a uniform procedural system would 
require major adjustments in paper-work routines, forms, 
mMeenanized systems, record-keeping techniques, etc. , an 
requisitioner, depot, and ICP leveis. It was believed that 
the system proposed by this first study was designed to meet 
or accommodate most of the known intsr- and intraservice 
supply transaction requirements. Also, the proposed system 
could eventually replace most of the 16 different systems 
tiem in use, provided certain accounting, inventory control, 
and command management philosophies were made more uniform, 


After considerable study and many conferences with ser- 
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vice supply representatives, a procedure that contained the 
following elements was proposed:t? 

1. A standardized line requisition format for ali meche 
anized applications and a standard manual requie 
sition, both with standard elements of data, coded 
as necessary in a standard method. 


<o A standard single line multipurpose format for all 


17Tpid2 10-11. 
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internal supply system transactions required to 
redistribute material, transfer material demand, 
issue supply status, etc, 

3. A standard single line shipping documentation sys-+ 
tem for movement of material, utilizing uniform els- 
ments of data with uniform document distribution. 

4, Complete systems of pre-established standard supply 
codes for all coded elements of the procedures re= 
quiring central assignmsnt and maintenance. 

5. A uniform system of providing supply status and 
shipment status to requisitionsrs and managers, and 
a standard system of distribution of such status. 

6. A standardized frequency of requisitioning on an 
"as required" basis. 

The proposed system, while recognizing the existence of 
manual operations at many levels, was predicated on serving 
the rapidly increasing use of Electric Accounting Machine 
(EAM) and Automatic Data Processing (ADP} systems, and highe- 
speed data transmission facilities at and between requisie-g 
tioners and supply installations. Consequently, maximum use 
was made of coded data systems in order to guarantee an absoe= 
lute minimum of documentation necessary to obtain the maximum 
supply action and supply intelligence. The basic system deq= 
sign anticipated eventual mechanization of supply transaction 
at ICP and depot or supply-point levels. It further antici- 
pated mechanized processing at larger requisitioner activi- 
ties. 


Also, the system was designed to facilitate further 
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degrees of mechanization such as “on line” operations of 


two ADP systems physically apart, and to facilitate maximum 
standardization and compatability between machine programs 
and systems performing similar functions. In spite of tne 
mechanization aspects built into the system, the committee 
did not believe that the proposed system was sufficiently 
complex or utilized coded data to a degree that activities 
and personnel currently dependent upon manual operations and 
manual input would be seriously handicapped. 

In"encouracine the use of whe proposed procédures it was 
intended only that the level of requisitioner normally yee 
quisitioning on a depot or primary stock point be included. 
imorabase or activity transactions *w@re not considered intra- 
service transactions. Also, the committee strongly endorsed 
the recognition that the service requisitioner should ultieg 
mately be required to utilize only one requisition for any 
material (federally stock numbered items) required regardless 
of the designated source of supply. Another major considere 
ation was the fact that existing and projected mechanization 
of depot stock-point and ICP operations, demanded a single 
Maatorm réquisition processing, issuing and Shipping system. 

Thus, we can see that the committee was faced with 
building an all-inclusive system in an extremely complex 
atmosphere of varying requirements and concepts. They were 
able, however, to develop a format and procedure which wag 
accommodating to the many divergent needs of the different 


Single Managers and services. Their ideas had far-reaching 
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ramifications in regard to the future of mechanized data 
processing, and as partly intended, provided the required 
tool (data input format) for developing uniform EAM and ADP 
systems within and between the military services. In turn, 
this would in the long run improve material management and 
supply support within the Department of Defense estabd-= 
lishment. 

mince the scope of the® procedure was So ereat anc ine 
volved many changes and adjustments within some of the sé6re- 
maces’ supply document-processing procedures, the proposal 
required considerable study by many activities and commands 
mae .vead in adapting GO -LUS Pizorous Tequi renenis..| Auer 
a detailed review of the procedures and their future benefits 
bO over-all Defense Supply System, the concensus was thab it 
should be adopted, not only on a Single Manager level, but 


gio. for all int@rservice supoly transactions. 


IV. The Military Standard Requisitioning 
and Issue Procedure 

In pursuance of the extensive studies conducted by the 
Field Procedures Section of the Single Manager Systems Design 
Project 60-11 under the Defense Materiel Management Program 
(which have been discussed in the two previous sections), 
the Assistant Secretary of Defense (Installations and Logis= 
tics) issued DOD Instruction 4140.17 cof 9 October 1961 to 
establish a uniform requisitioning and issue system (MIL- 
STRIP). In the previous month (September, 1961) the Military 
Standard Requisitioning and Issue Procedure (MILSTRIP) Opere 


ating Manual was issued. This manual established standard 
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policies, procedures and instructions upon which ali military 
services and General Services Administration (for military 
supply transactions) had to base requisitioning and issue 
procedures employed between customers and distribution syse 
tems furnishing items of supply.*® 

Specifically, the MILSTRIP Operating Manuai establisneds: 

1, A Standard single ling® requisition format for ali 
mechanizéd activities, and a standard single line 
requisition for all manual use. 

2. A standard single line multipurposs format for all 
internal supply system transactions. 

5. A standard single line shipping documentation 
system. 

4. A uniform system of requesting and providing supply 
status data. 

So Complete systems of pre-established standard supply 
codes for all coded 6&léments for the several uses of 
the forms. 

Oe A Standard feces pri ority system,~*” 

7, A Standard frequency of requisitioniag syerucn- 

The procedures established by MILSTRIP were mandatory 

upon all military services and Single Manager Agencies, 
18pepartment of Defense. Military Standard Requisi- 
tioning and Issue Procedure (MILSTRIP) Operating Manual. 
pepuember, lyol: 1. 
19tmplemented as part of MILSTRIP under DOD Instruction 


4410.6 of April 24, 1961, Subj: Uniform Materiel Issue 
Priority OVS Cem. 
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effective 1 July 1962, with the foliowing exceptions :<° 


1. Marine Corps intraservice transacticns. 

2. Internal transactions within posts, camps, stations, 
bases, or equivalent for local support of functions, 
organizations and activities satellited thereon. 

5. Perishable subsistence items. 

4. Fuels and lubricants. 

5. iInter= and intradepartmental purchasing operations. 

6. Forms and publication. (GSA is notexcluded.) 

MILSTRIP provides for the use of only three forms and a 

specified supply transaction format. These forms are shown 
macmouaeir multiple uses are listed in Figuwés 1 through 3, 

A sample of the format for submitting material requests, 
follow-ups, and cancellations via electrical message through 
communications circuits is shown in Figure 4. A further 
explanation of some of the preparation and processing ree 
Guespements for these forms is given in the following chaprer 
on NAVSTRIP. 

Suffice it to say at this point that the manual form 

(DD Form 1348) = Figure 1 = may be prepared by typewriter 
or ballpoint pen. The mechanical form (DD Form 1348m) = 
Higure £< - must be prepared by card punch or other mechéeni= 
cal means. The format of each is almost identical. Each 
block relates to specific card columns and these blocks aré 
arranged to facilitate punching. The DD Form 1348-1] =| 
<Osince the issuance of MILSTRIP, other exceptions have 


been granted. Some of these will be listed in the discussion 
of NAVSTRIP in the following chapter. 
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Figure 3 - may be manually produced and is also designed to 
facilitate machine preparation using the Material Release 
Order card as the source of data, 

Since MiLSTRIP forms are/desipned primarity for key 
punching of a variety of supply information and there is 
limited space in the number of columns in an EAM card, many 
elements of the data must be coded. An explanation of some 
of these codes is given in the following discussion of manue= 
ally preparing a requisition under NAVSTRIP. 

The previous discussion has covered only the highlights 
of MILSTRIP; however, one can deduce from this information 
that a very sophisticated requisitioning procedure and for- 
mats have been developed. Such a complicated procedure rgeq 
quired considerable indoctrination of many people prior to 
its actual implementation (1 July 1962), Aliso, it was ex- 
tremely important that an agency of the Department of Defense 
be assigned the responsibility of maintaining surveillance 
over the procedure and insuring implementation and continuous 
operation in a uniform manner by each of the military sé6r- 
vices. The Defense Supply Supply Agency, established by 
DOD Directive 5105.22 of 9 November 1961, was assigned this 
responsibility by DOD Instruction 4140.17 of January 23, 
Wiis « 
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ialexbacice al 


DD Form No. 1548, DOD Single Line Item 


Requisition System Document (Manual ) 
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DD Form No. 


1348, DOD Single Line Item Requisition System Document 
(Manual). 


L COPIES 


vs ott 
<< oe ins ‘ 
- % 

ee ae 
ys ss 


PRESS HARD 


met ee 
evs 
5: ex) 


| 
qe 
z 
oO 
> 
= 
= 
= 
© 
Wd 
a 
cat 
« 
2 
nw 
w— 
< 
Oo ft 
- 


ae 
: ee 7 
a on ons oan wae \ fTorét FeVSe 

UNIT Pace sd ue [ave ere.| ore 
me 
na 





ews | QUARTIT YG athie 
AAVABKYN 


This is a four-part (six-part for Navy less Marine Corps) form consisting of two 
EAM ‘‘Manila’’ cards (arranged as the first and fourth copy), with two (four for 
Navy less Marine Corps) carbon copies interleaved. All copies are identical in 
format except that the original card does not provide for unit and total price data. 
This form is used as a manual requisition, manual follow-up and a manual can- 


cellation. (Supply point responses will be DD Forms 1348 m or 1348-1, as 
appropriate). 





Mieuee. 2 


DD Form No. 1548m, DOD Single Line Item 


Requisition System Document (Mechanical) 


42 





DD Form No. 1348 m, DOD Single Line Item Requisition System Document 
(Mechanical). 
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This is a standard EAM card. This form is used as a: 


Requisition - Request by customer for supplies 

Follow-Up - Notification by customer ef total or partial cancellation of 
quantity previously requisitioned 

Supply Status - Notice by supplier to customer of requisition status 

Follow-Up Answer - Answer to a customer Follow-Up 

Shipment Detail Card - Furnished to overseas activities for Army ship- 
ments only as a positive advice of shipment 

Shipment Status Card ~ Positive advice of shipment except for Army over- 
seas 

Passing Order - Anorder usedtopass a misrouted requisition to the proper 
supply point and to pass a requisition from one distribution system to 
another 

Referral Order - Used within a distribution system to extract unfilled 
quantities 

Supply Directive - Requisitions created by management of a distribution 
system directing shipment to a customer 

Redistribution Order ~- Directive for redistribution of supplies between 
storage sites and between users 

Materiel Release Order - An order from an accountable point to a non- 
accountable point for shipment (release) of materiel 

Materiel Release Confirmation - Notification of a positive action against a 
Materiel Release Order 





Piecure 6 


DD Porm Moc 1646-1, DOD Simei bine tien 


Re lease/Recei ps Document 
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DD Form No. 1348-1, DOD Single Line Item Release/Receipt Document. 


T 900 SINGLE LI aint RELEASE /RECEIPT DOCUMENT | ~ OD FORM NO. 1348-1 | 4 AUG 61 
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A seven-part carbon interleaved, pinfeed, 10 characters per inchcontinuous form. 
This form is used as a: 


Release document - from distribution point to consignee resulting from a 
requisition. 

Release document ~ for retrograde materiel or inter-base (post, camps, 
stations, etc.) movements. 

Receipt document - by consignee. 





Figure 4 


DD Form 1735, Joint Message Form 
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DD Form 173, Joint Message Form. 


This form may be used as a requisition, follow-up or cancellation and may be 
transmitted electrically as an administrative message whentime is of the essence 
and other media are not considered appropriate. The data to be included on the 
form will be the same as would appear on the DD Form 1348 or 1348 m if such 
were used. Each segment of informationis separated by a slash (/). Sample docu- 
ments are illustrated. 


Used as Requisition: 


SECURITY CLASSIFICATION 
JOINT MESSAGEFORM 


SPACE BELOW RESERVED FOR COMMU..ICAT:ON CENTER 


SPECIAL INSTRUCTIONS 


e 
PRECEDENCE TYPE MSG (Check) ACCOUNTING ORIG. OR REFERS TO CLASSIFICATION 
ere SYME DOL OF REFERENCE f 
ACTION 800K MULTI 
INFO 


(Insert Addressee) 


(Insert Message Number) 


MILSTRIP REQUISITIONS: 

APA/ FMI /2/83051 234567/E4/00040/9B2300/2150/0111/R/BLYK/A/ 
12/089/BLRK/02/1 54/2B 

ADA/FMI /B/83052345678/E4/00001 /FB2300/2150/0112/K/BLNK/A/ 
19/089/BLKK/03/154/BLNK 


AQE/FMI/B/1 2345123456/EA/0001 5/FB2300/2150/0113/R/ELNK/A/ 

19/089/BLNK/03/152/BLNK 

Remarks: Mfg Part number referenced on Page 121 of 
Technical Instruction No. 45. 

AZa/FHI/B/83102345678/EA/0001 1 /FB2300/21 50/0114/BLNK/A/ 

14/089 /BLNK/02/1 55/BLNK 





CYMBOL 


TYPED for stamped 


(Complete all other message 


TYPED NAME ANO — a a a ee 


BAAPAMCMB 


elements in accordance with 





service instructions), 


TD FORM 173 REPLACES DO FORM 178, | OCT 49, WHIGH WILL BE UBEZO UNTIL EXHAUSTED 
D! MAY B® 





CHAP ane 1 


THE NAVY STANDARD REQUISITIONING AND ISSUE PROCEDURE 


IT. Development 

With the issuance of the MILSTRIP Operating Manual on 
1 September 1961 and the Department of Defense Instruction 
4140.17 of 9 October 1961, each Military Department was re= 
quired to adjust their respective internal inventory control 
systems to comply with MILSTRIP in its entirety.<+ Whereas 
MILSTRIP prescribed basic concepts and documentation, each 
service was responsible for developing its own detailed 
implementation procedures = the Army issuédits DARRIS, the 
Navy its NAVSTRIP, and the Air Force its MILSTRIP.°* 

During the latter part of 1961, the Navy Bureau of 
Supplies and Accounts, as directed by the Sscretary of the 
Navy, assigned responsibilities and study committees within 
the Navy Department. The purposs of these working committees 
was to develop the Navy Standard Requisitioning and Issue 
Procedures based on the requirements of MILSTRIP. Since the 
new procedures would have many ramifications which would 
affect Navy inventory control and fleet supply support pro= 
cedures, BUSANDA obtained assistance and contributions from 
the Navy Bureaus, field supply activities, CNG, ONM, and 


fleet and force commands in developing NAVSTRIP. 


<IMILSTRIP Operating Manual, op. cits 2. 


<eui litary Industrial Supply Agency (MISA) Notes. 
BUSANDA Pub. 126. Issue 4, 1 March 19623 é. 
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The culmination of the arduous task of developing and 
documenting new requisition and issue procedures, by many 
Navy officers, civilians and enlisted mén, was reached with 
the initial publication of the NAVSTRIP Operating Manual, 
NAVSANDA Pub. 408 on 15 January 1962. This publication, 
issued by authority of the Secretary of tne Navy, contained 
instructions for guidance of all persons in the Naval Estab- 


lishment. The procedures became effective on i July i962. 


II. NAVSTRIP Purpose and Scope 

The following is a brief review of the purpose and scope 
of the Navy Standard Requisitioning and Issue Procedure (NAV- 
STRIP). Since this paper is devoted to a discussion of ree 
quisitioning only, and specifically as it affects the requi- 
sitioner at a nonmechanized activity, many important and 
ancillary aspects of NAVSTRIP will not be included. In order 
to give a general overview of the material-ordering process 
by Navy activities the procedures and forms used by fleet 
activities will be summarized. 

As stated above, the NAVSTRIP Operating Manual was 
developed with the combined ¢fforts of many Bureau, field and 
fleet supply and operating personnel. It did not purport to 
provide detailed instructions for all possibie réquirements 
and tasks involved in the ordering and issuing of material 
within the Navy. Its main purpose was tc provide policy, 
procedures, forms, and formats which were to be used by all 


elements of the Navy Supply System in the implemsntation of 
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NAVSTRIP.<° This, in effect, resulted in a completely new 
concept of supply operations for the Navy Surply System. 

The procedures, forms, formats and documentation preéee 
scribed by NAVSTRIP were mandatory upon ail Navy requisite 
tioners (including Marine Corps activities when requisi-+- 
tioning material from the Navy Suppiy System) reguesting and 
supply support activities furnishing items of supply. The 
procedures were also applicable to all requisition-typs 
documents processed or originated by Navy Inventory Control 
Points, Bureaus acting as control points and/or other mane 
agement echelons creating requisitions and placed upon any 
elements of the Navy Distribution System, Army, Air Force, 
General Services Administration, and the Defense Supply 
Agency. The detailed procedures for processing NAVSTRIP 
documentation by shore stations were predicated on convenes 
tional electric accounting machine and manual systems, 
Activities employing ADP equipments were required to develop 
internal procedures and programs to accept and produce the 


ferns and formats dictated by NAVSTRIP. 


III. Exclusions from NAVSTRIP 

GPne sbandard proceedures were desicned for ordering 
federally stock-numbered items and manufactured items (such 
as repair parts without a FSN assigned) readily identified 
by &@ part number and manufacturer's identification code. 
Such commodities as perishable subsistence items, bulk fuel, 

coy. S. Navy Department. NAVSTRIP Operating Manual, 
NAVSANDA Pub. 408. Bureau of Supplies and Accounts, January 
i. LOSea ete 
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lubricants, oceanographic charts, and library books and 
items which required commercial purchase action and intra 
station transactions were excluded from LAVSTRIPF. 


All of the excluded items and transactions are ordered 


‘} 


a rrocedurés which 
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prescribe separate forms. These special procédures aré pro-~ 
vided in the BUSANDA manuals and instructions; other Bureau's 


instructions; and in individual activity suppiy manuals and 


ta 


instructions. None of these procedures will be di 


Ww 
a 


cussed, 
except to note that practically all of them are designed for 
manual processing. For Navy intrastation supply transactions, 
with the exception of BUWEPS managed activities, the simple 
and manually prepared Request for Issue or Turn-In, DD Form 
moo js used in most cases. BUWEPS activities are directed 
to use NAVSTRIP requisition forms for intrastaticn trans= 


actions, 


IV. NAVSTRIP Forms 


The NAVSTRIP procedures are based on a single line item 
(one stock number) requisition and issue to a single custo- 


mer for mechanized as weil as manual operations. The forms 
employed in NAVSTRIP are: 
1. DOD Single Line [tem Réquisition System Document 
(Manual), DD Form 1348. 
2. DOD Single Line Jtem Requisition System Document 
(Mechanized), DD Form 1348m. 
3. DOD Single Line Item Release/Receipt Document, 
DD Form 1348-15 
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Descriptions and uses of the above forms are given in Fig 


FS 


ures 1 through 5. 


Ve Uniform Materiel Issue Friority System 

An integral and vital part of MILSTRIP and NAVSTRIP is 
the Department of Defense Uniform Materiel Issue Priority 
System (UMIPS). CNO implemented UMIPS within the Navy by 
OPNAVINST 4614.1A. A copy of this instruction is included 
as Chapter 10 of the NAVSTRIP Operating Manual. The system 
encompasses a "Priority Range" expressed numerically from 
fl (highest) to 28 (lowest). Each requisitioner must deter- 
mine the priority of each ord@r on the basis of nis activity’ 
Force/Activity Designator and the end use application of the 


item requested.<4 


VI. Special Requirements 

Another phase of requisitioning that is of particular 
importance to military requisitioners is spelled out in con- 
sueerable detail in NAVSTRIP. This is the method for sub 
mitting and processing emergency requirements by and for 
fteet and shore activities. For these requirements maximum 
use of high-speed communications and transceiver facilities 
are required. The U. S. Navy and other military depart- 
ments utilize the most modern equipment for communications 
between CONUS and overseas activities, and the requisition= 
ing of emergency requirements are processed with maximum 


speed. The prescribed naval message format for a requisition 


24Tpid: 1-5. 
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from a deployed fleet unit is shown in Figure 5. 

In addition to the special rules for préparing naval 
message requisitions, follow-ups, and cancellations, NAV- 
STRIP also provides special instructions for the foilowing 
commodities and/or transactions as they apply to fleet units 
and Navy shore activities. 

lL. Hues and Jubricants. 

©, Subsistence (Provisions). 

3. Aviation Material. 

4. Allowance/Load List deficiencies resulting from 

Allowance List revisions or Supply Overhaul. 

5. Ordering from mechanized and nonmechanized ships. 

6. Material turned in to store ashore. 

vo HMeet Controwiied Material. 

8S. FPollow=up and canecéliatron of reauisitions 


9, Ammunition. 


VII. Preparation of the DD Form 1348 (Manual) 

To provide the reader with a general idea of how requi-~ 
sitions are manually prepared and submitted by naval acti- 
vWitbses for routiné FSN items or éa@sily identified part 
numbered items, a summary of general requisitionine instruc] 
tions for Navy fleet units with Supply Corps ocfficers 
attached is given bpelow.<> 

Forms Used. The DOD Single Line Item Requisition 
System Document (Manual), DD Form 1348, is used to requi- 


sition all material (with FSN or Mfg. part no.) needed by 


e5Tbid: 2-4 through £-16. 
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Figure 9 
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FROM: USS JOHT PAUL JONES (DD 932) 


TO: NSC NORFOLK 
MATCONOSS SIXTHFLE 
INTO: COMCRUDESLANT 
SMO LANT 
CTF 60.1 


UNCLAS. 

MILSTRIP REQUISITION 
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nonmechanized fleet units. The four-part DD Form 1348 
is normally used to requisition from shore activities and 
from mechanized ships. The six-part form is used to req 
quisition from nonmechanized ships. 

Preparation and Entries on Requisitions. The following 
data is entered on DD Form 1348 (Manual) by ballpoint pen 
or typewriter. (See Figure 6.) Pencil entries on the forms 


are prohibited. Definitions of key terms are included in 


Chapter I. 
Data 

Field Legend Block Explanation and Instruction 

Send I'o? A The accounting number, nams, 
and address of the activity 
COinteh requisition tamer 
warded is entered in the 
olear, “ops. Loo Nav 
Nerrolk.. Ves 

ReGuisition B The accounting number, name, 

er From: and hull number of the 
requisitioner is entered in 
the cléar ite. Sele. Uso 
JOHN PAUL JONES (DD 932). 

Document ge The appropriate three-digit 

Identifier Document Identitier Code. 2 
Snverecdin ce... A@1l indicates 
an order for a FSN item for 
overseas shipment. 

Routing fz Tne appropriate codvare 

Identifier idenvity wer actavicy. co 


which the requisition is 
submitted is entered. Rout- 
ing identifiers agree with 
the activity shown in data 
block A, @.g., NNZ means 

NSC Horiolk, 


De 





Field Legend 


Media and 
Sbacus 


Stock 
Number 


Stock 
Number 


Una. Of 
Issue 


Quantity 


Document 
Number 


service 
Code 


R€GQui Si Ui omer 


Data 
Block 





9e=le 


10 
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Explanation and Instruction 
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The appropriate code Lo cér 
fine the type of status to 

be furnished, to designate 
the activity to receive sta: 
tus, and the communications 
method of transmission of 
status information is®@entered, 
e.g., "2" means "send exe 
ception status to requisi- 
tioner by transceiver." 


a, When FSN items are ore 
dered, the four-digit FSC ia 
entered in data block 4 anda 
taesseéven=dicit With 15 e2- 
temed in data dDlock 5. if 
appiicable, the four-digit 
Technical Suvoply Management 
Code (TSMC) is entered in 
data bicck 6. 


bo When the vwequzsivion as 
submitted for a manufacturer's 
part number, the Manuract- 
Uper's Identity Code and 

Part Number (maximum limit 

of 15 @disits) 1s enteeed in 
Gata biocks 4-6, 


The two-letter Unit of Issue 
for the Item béine ordéred 
is entered in data blcck 7, 


Quantity of item required is 
Envewed. NMaxinunieot ee 7722 
quantity may de ordered on 
each requisition, 


ine coas, Ident. fiyine estas 
requisitioner'’s services; the 
requisitioner's accounting 
number: the Julian Date of 
the requisition; and the sér- 
ial number of the requisi-« 
tion is entered as follows? 


MN" is entered for Navy. 


The accounting number of the 
ship or activity is entered, 





Legend 


Field 


Date 


Serial 
Number 


Demand 
Code 


Supplementary 
Address 


Signal 
Code 


Fund 
Code 


Des tribution 
Code 


Data 
Block 


lla 


live 


13 


14-15 


16 


ae 


18 
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Explanation and Instruction 


The four digits répresenting 
the Julian Date on which the 
requisition is transmitted 
10 6c. fier? irs. pos = 
tion represents the last 
Gig) t Mol Jenne csatendar year. 
The last three positions ine 
dicate thé numeric consecu= 
Ui.ve dSsy oOlvthe calendar 
year, @.@., 2052 is 21 
MODPURrY s sliders 


A Lour=digit serial numoer is 
entered for each individual 
requisition. Sérial numbers 
are assigned ranging from 
OGG1 to 3999. 


The appropriate single char=- 
acter Demand Cod@ is Snvered. 


When applicabie, the coded 
address of the "ship to" and/ 
or "bill to" point (if cthee 
than the requisitioner) or 

a locally assigned code to be 
perpetuated on subssquént 
supply documentation is 
entered. 


A single position alpha codé 
to identify the "ship to” and/ 
or "bill to" address is en= 
tered, e®.g., "A" means "ship 
to and bill the requisitioner," 


Tne appropriate two-character 
codé is entered to indicates 
the accounting data to be 
charged when matérial is 
issued. 


First positions the alpha 
code identifying the acti- 
vity which inws@ddition tc tme 
requisitionér or supple= 
mentary address is to receive 
Supply status is »senté@red, 
e.g., "A" means Aviation 
Material Office, Atlantic 
Flest. | 





Field Legend 


Project 
Code 


PirewOr ius 


Required 
Delivery Date 


Advice 
Code 


Data 
Block 


Lo 


20 


ak 


D5 


Explanation and Instructions 
second and Third Fositions: 
the appropriate Navy Stores 
Account Code and cognizance 
symbol is entered, @.fo0, 
"IN," "ON," or the two-echare- 
acter cognizance saymool, 
Soecg “hAe 


If this spa@® is not required 
for location data, this data 
block is used to enter aprre-- 
priave.Projecr Codes S.c., 
777 means "Aircraft Out Of 

Commiasion For Lack Of Parts.” 


Issue pricrity designator 
is entered. 


The Priority DeiLivery Date of 
the assigned Issue Priority 
Designator is considéred to 
De the Requires Dea ver” 
Date; therefore, no Requirs: 
Delivery Dats is entered in 
data block 21 except under 
the following conditions: 


a, When material is required 
before thes Fricricy ve li vey 
Date to meet scheduled deq- 
parture cof a ship or deploy- 
ment of a force assigned FAD 
lil of niveRer. 


b. When material is not rée= 
quired until 2f Casto iyi - 
ority Deiivery Date, to meet 
scheduled repair, overhaul or 
fitting out requirements. 


When a Required Delivery 
Date is used, it is the Jule 
ian Date, 


The appropriate two-character 
codé is used when instruc- 
tions such as "Do Not Sub- 
statute, “Pill or Kil eee 
considered essential to pro=- 
per action by the supply 

S OUrGer 





Figure 6 


A Manually Prepared DOD Single Line 


PE aE a ES Ea 
ct 


Item Requisition System Document (Manual) 
DD Form 1348 
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Data 


Field Legend Block Explanation and Instructions 
Remarks Field L=V Mis tlela 150550 To convey 
Of Requis)t10n any additional information 


NOL provided. Tor 1 mr rprcers— 
quisition format. When used, 
Document identified A@5 or 
A@E must be entered. This 
indicates that the regquisi- 
tion cannot be mechanically 
processed until a clerk re-= 
views and takes the appro- 
priate action. An example 
of the uss of this spacers 
to write out special shipping 
IMspructions Torrtardep loved 
shi Do 
VIII. Action on Requisitions by Issuing Activity 
Nonmechanized fleet units prepare réquisitions as briefe- 
iy outlined in the pré€eceding seetion. Those units which have 
EAM equipment available key punch the appropriats "order" 
data in the DD Form 1348m. It is noted that the requisition 
document requires no approval signature prior to submission. 
Some Type Commanders have required that their ships! and 
tiers ' rPeguisitions be signed by the Supply Citicer or iis 
appointed representative to provide for a review of their 
eourgevness prior to submittal, Normally, the®requisitvions 
are submitted by hand or mailéd to the appropriate sourc® of 
supply specified in the Bureau of Supplies and Accounts Man- 
ual or the Fleet Commanders Requisitioning Guide. Copies of 
requisitions are distributed as shown in Figure 7. 
Requisitions requiring approval of higher authority ars 
submitted under letter of transmittal via the appropriate 


chain of command for approval in accordance with current ine 


structions. The approving authority will either approve the 


Ov 





issue of the quantity requested (or a partial quantity),in 
which case it is forwarded to the supply sourceé,or reject the 
requisition and return it to the requisitioner. 

NAVSTRIP anticipates that Navy Stock Points, and all 
other Department of Defense stock points, will process the 
requisitions and issue material within the "time frames" 
established for the applicable priority designators. The 
"time frames" established for each issue group of priority 
designators not only govern the time allowed a stock point to 
procéss a réquisition and issue thé matérial, but the tims 
frames also establish the earliest time that a requisitioner 
can prepare and release a follow-up.“© 

Information of action taken or being taken on certain 
requisitions is known as status data and categorized under 
NAVSTRIP as: Exception Status (for Priorities 1-20); 100% 
Supply Status (for Priorities 1-10 only); and Shipment 
scvatus. NAVSTRIP provides that the ashore supply points and 
meuine activiti@s, in ti. course ol preceesinc gequisi us oma, 
will provide status when requested by the recuisitioner. Ths 
request for status is indicated on the requisition by the 
Media and Status Code. 

Upon recéipt of the manually prepared requisition, the 
mechanized supply activity - or supply department of a non= 
supply activity - key punches the data into an appropriate 
maberial réeleacie« HAM card, for precSssine throveh stock 


Control Sections. If the supply activity is not mechanized, 


“Otbid: 2-31. 
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Figure 7 


Taole of Dictribuyron of the Op oingie 


Requisition System Document (Manual), DD 


eS SE 
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Form 1348 





Afloat 








DISTRIBUTION OF THE DOD SINGLE LINE ITEM REQUISITION SYSTEM 
DOCUMENT (MANUAL) (DD FORM 1348), FOUR AND/OR SIX PART SET, 
BY FORCES AFLOAT 


oad 


When Used From 


CHEE te «” 





ship to Ship to None 
Mechanized mechanized Ship 
Ship (4 part (6 part set) 
set 


ofa 0. vO -smere 
activity (4 
part set) 


Comoosi tion of 
DD Form 1348 






























Top Card To supply TO. 41S sine wo. 18 8 wie 
point Ship (retained | ship (re- 
COPSUppert ship) tained tc 
ment or delivery {| support 
shipment 
or delivery) 
Green Copy | To accounting | To accounting To account- 
BC eva ale, actnvy it a ing activ- 
other than thef other than the alba ees eauarilen 
PEQGUISDULONer | requisTt1 comer other than 
ihe “yeqcur— 
sitioner 
hea CODY | Retain in out-} Retain in out- R6 tain in 























standing | standing outs tand- 
requisition/ | requisition/ ing requi- 
obligation obligation sition/ 
fiie ike Sofi cation 
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i11é 
















Bottom Copy | Extra Copy | To issuing Lon esa ie 


(4 part set) | (material from ship (returned ship to 

or yellow shore Stations .o requesting support 

copy (6 part fis received onf ship with summary 

set) 1 DD Form 1348-4 material } 

White Copy Retain for 

| internal 

use 

Bottom Card Iogear sch oiligle. 
(returned 
to re- 


questing 
ship with 
material ) 





the DD Form 1348 (Manual) is processed throuesh the Stock 
Control Section for issue action. When the item requested 
is available for release (issue), the inventory balances 
are reduced, and the DOD Single Line Item Release /Receipt 
Document, DD Form 1348-1, is prepared and forwarded to the 
appropriate warehouse for shipment of material. 

If the activity is mechanized, the Release/Receipt doc- 
ument is prepared by EAM equipment. If the activity is not 
méchanized, the form is normally typed for réljeagé. of mater- 
dal, The: requisitioner receives the material with a copy oO: 
the DD Form 1348-1 filled out as shown in Figure 8. From the 
information shown on this form the requisitioner can record 
receipt of material on local inventory records or simply turn 


over the material to the actual user of the material. 


15 ae Summa ry 


This brief review of some parts of NAVSTRIP which re- 
late to the preparation of a requisition and release of 
material by a supply point, is not intended to be complete 
or thorough. It should, however, give the reader some 
idea of thé complexities involved in th&S*systém. With the 
many codes and qualifications for processing of documents, 
one can readily see that an extensive amount of indoctrin- 
ation is absolutely essential to the desired operation of 


all procedures. 
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Figure 38 


DOD Single Line Item Release/Receipt Document, 


DD Form 1548-1, as Received by a Requisitioner 
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CHAPTER IV 


REVIEW OF REQUISITIONING PROCEDURES OF SELECTED 


U2 
(rj 
CQ 


U. So. CORPORATIONS 
I, Method of Research 

In order to obtain a g@emeral overview or commercial 
requisitioning procedures and sample forms 39 U. 5. corpos 
rations were requested to forward information for analysis. 
The companies were selected from the Fortune "Top 500" of 
1962 in order to get a cross section of large corporations 
from various industries. No scientific sampiing techniqus 
was employed in the selection of companies; however, suffi- 
cient coverage was made to provide some indication of ree 
qGuisitioning procedures in several types of commercial 
operations. Samples of letters forwarded to these companies 
are included in Appendix I. 

Early Results. Initially, the responses from the IBM 
Corporation and Montgomery Ward were very encouraging in 
conducting this research. Both of these companies were most 
co-operative in providine helpful information. 

Tné IBM Corporation has made" number of studies, both 
industry-wide and by specific commercial business, on methods 
mas procedures for developing and practicinge mor@ erticrent 
control techniques for inventory and matérial management and 
product support. Copies of a numbersef thesdr General Ingor= 
mation Manuals were forwarded for use in this study. These 
"Manuals" were most helpful in providing a background in 
commercial application of mechanized inventory management 


techniques. 
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During a personal visit to the Montzomery Ward Distri- 
bution Center, Oakland, California, on 3 February 1964, 
several company representatives were most co-operative in 
providing helpful information. Since this company has é@m- 
ployed a mechanized system = IBM 140! computer and appro- 
priate peripheral equipment ~ for order-processing during a 
relatively short period (about one year) and is still deve- 
iMOpine procSBdures, Cpémating instrifetions have. not been 
moma lized and published, 

Survey Responses. A listing of the other companies 
contacted by correspondence or personai visits and an ex= 
planation of information provided is appended as Appendix II. 
It is noted that of the 39 companies to which letters were 
forwarded, 18 companies or 46% replied. There were four 
negative responses. Samples of company replies are appended 
as Appendices IJJJI through VI. 

Survey Conclusions. Even through there were several 
casés in which companies expresstd a willingness to assist 
in this research effort, theré were also thosé& that ex-= 
miarci tly or implicitly indicated refusal Co =serean air oe 
reluctance toward = providing copies of thsir procedures and 
forms. For example, Mr. A. F. Kimmel, Managers Financial 
and Labor Cost and Statistics, U. S. Steel Corporation, 
Pittsburg, Pennsylvania, replied as follows: "“Our material 
acquisition and disbursement procédures are designed to meet 
specific needs compatible with over-all corporate principles 
and are not available for release." Other similar responses 


which amplify this tone are provided in Appendices V and VI. 
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Some companies provided copies of sample forms but either 
would not or could not provide@writt@m company procedures. 

Three companies expressed a willingness to provide in- 

formation if a personal visit could be made to one of their 
branches, It is believed that other companies would have 
been willing to provide helpful information by a personal 
Tirsite LO Ole Of their nearby plants or sbranches. fined 
mene available for this study didunov permit the pursuiiee: 
Waele POSS LOTIN ty... AG least, the shortsdisgeussione 2ueine 
personal visits by the writer to: Montgomery Ward Distribu- 
te CEenver, Oakland, California; Sears, Roebuck © Go. 
Rees) Stove. Salinas; Galifornia; and: Natwenal ciseul ccc, 
sales Branch, San Josey California, were most profitadnle, 
Reviews of their procedures are included in later sections 
ere cuhis chapter. 

Bas®c on thé é@xp@ritnc®s expressed abov®§ the foliowing 

conclusions are made from this survey; 

1. Information requested was not provided by indus- 
trial or business firms e€1 Ther Veco aee ase. 
not formally document their internalewout-7to en 
processing procedures or Decausem tee wscoms dared 
CAem) Seyl—-propriesbary « 

2. Much e@fort,® time and funds are Deine devotcscy ro 
the reduction and Simplification Gi paperwor. 
improved forms Gesien, ange Inve 7ory 1a Omieia ies 
flow processes in industry and business. 

oo ii a company is co-op@retive in providing infor]= 
mation yve@arding such a detailed internal operating 
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proceduré as requisitioning, the best methoa for 
obtaining it is by a pérsonal visit to a company 


Order process ine Ol times 


II. Review of Montgomery Ward Stock Order Procedure 


ol ee si 


The following summary of Montgomery Ward's procedures is 


based on information provided by personal interviews with Mr. 


nt 


Mee G; ochrage, Unit Mérchandise Manager, Hard Lines, and Mr. 


Ca 


well as jater 


t 


Jorgenson, Assistant Production Manager, a 
correspondence with Mr. Schrage. The writer expresses sine 


cere appreciation to both of these gentlemen for their assis-= 


92 


tance, Definitions of important terms are included in Chape 
tér I. 

Retail Store Stock Order Processing. Merchandise is 
impentoried periodically and recorded on the Merchandise 
Record, Based on a givén sabes period, the needs are comcute 
ed for an individual article and recorded on the Record. The 
merchandise record clerk reviews the Basic Lists and the Mer= 
ehandise Record Book to determine order requim&ments. By 
fomine tne articl®* ntmbér, and otn@r pertinsns intormac on, 
the oroper Retail Store Order Card (IBM prepunched card = 
see Figure 9) is selected from the file. Ordering is aiways 
eome by individual articie, 

Normally, the mailorder house provides a prepunched 


Retail Store Card to the retail store for each arv 


fo 
eo 
=) 
q] 
foo 
= 


Pool Stock. When the mechanized system was inaugurated, 
each store received a deck of JBM ord#@r cards for each article 


on GheésBasic List. Theréarter, the revel! steve. a... 
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Figure 9 


Montgomery Ward Retail Store 


Order Card (Prepunched ) 
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received a new order card after submittal of each order. 
When ordering, the followins information is mark sensed on 
the Retail Store Order Card in the space provided: unif 
selling price, quantity ordered (must be in multiples of 
Minimum Order Quantity); and warehouse number of the source 
from which ordered, All other essential information for 
the order, such as article number and unit of issue, is 
M@eepuncied in the card and anverore ted. 

If a prepunched card is not available in the file, a 
yellow Request Purchase/Stock Order Card (see Figure 10) 
is used to order mechandise. Ail of the above information 
is indicated in the avpropriate block with a marksensing 
Bencil, otock order cards are mailed to the m2i ferder fee 
(Control Store) in resular store order card envelopes. 

This system and these forms are used for all "routine" 
replenishment of retail store merchandise which is stocked 
by the Control Store. Normally, retail store ordérs are 


shipped by the mailorder house within three days after re- 


ceipt of the order cards. One-day service can be obtainsd 
using “customer order" forms for individual customsr orders. 


Mailorder House Stock Order Processing. When the IBM 
cards are received in the Distribution Center (mailorder 
house or Control Store ), a Stock Order is prepared. (See 
Figure 11.) The Stock Order is prepared mechanically using 
the IBM 1401 computer. The following information is printed 
on the Stock Order based on the Retail Store Order Card or 
Request/Purchase Stock Order Card and instructions and data 
stored in the computer for each article. 
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Witgures.0 


Montgomery Ward Request for 


Purchase/Stock Order 
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1. Disposition Code, (See explanation below. ) 


eo Articie Number =Sas many 6S -.arlicivs way 
be listed on each Sucek Urder: 


Sovy BULLIxX Code = indicates “Whe ther ware. <lencan 
be shipped in container in which stored in 
the warehouse - parcei post or mails needs 
packing Lor snipmen> = parceA spo... [Or ei 
large enough to require packing and crating 
for -freient shipment. 

40 TOL Ze COMM and deserioeron sO Brite we. 

5. Number of labels ~- needed for shipment. 

6. Stockkeeping units. 

7te Filline unit = "standard path= unit. 

Ss Quantity ordered = converted to li0Q@ units, 

oi we Uhatlin aie es: ie 

iG ce Unit. Se dine (pice 

ee Lobe Ieecos tT. 

lige selling units orderca = conversion of sia 
units or standard pack to unit that is sold 


over the counter. 


16. Total) séll = selling units Gimes uel settee 
Price: 


14. The Stock Order will show the total cost and 
sell amounts for "Total Omission” and "Total" 
excluding omits, is@o, LVOMS Nec sines toca 
unidentifiable article numbers, 

At the time the Stock Order is mechanically prepared, 
certain out-of-stock conditions may be known and will be 
noted in the "Disposition" column with such codes as follows: 
PO=-1 Out of Stock —- Reorder in ten days: FO-3 Sbiscontame cee 
Do not reorder; PT-2 PP, T. 2 = Hold; ane si. 20a. 

Later within ten days. Any item printed on the Stock Order 


that will not be shipped, will be identified by a disposi= 


tion code, 
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Ida eb ete. ed alk 


Montgomery Ward Stock Order (Mechanized) 
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The mechanically prepared Stock Order is a four-part 


form wien the tollowins copres. 


Oricinal (White) Charge Copy 
Duplicate (Yellow) Receiving Copy 
Triplicate (Pink) Control Copy 
Quadruplicate (Blue) Acknowledgement 


The retail store receives the acknowledgement copy of the 
Beock Order and retains it in the open order file pending 
receipt of material. Usually, this is when the new pre- 
peached Retail Store Order Card is received by the Retail 
Store, so a card is always available for reorder, Control 
of document processing is maintained within the Distribution 
femoeer by use of the control copy of the Stock Grder cea. 
receiving and charge copies of the Stock Order are forwarded 
to the warehouse floor where material is stored, so that 
shipment can be made and recorded on the charge copy. The 
meeciving copy of the Stock Order is forwarded with the 
merchandise to the retail store. The charge copy is for= 
warded to the retail store attached to the "Charse Register.” 
The Charge Register, which is sent to the retail store semi-= 
weekly, contains the detail of the charges made for each 
Stock Order, including any adjustments made for ship-laters 
or ommissions. 

Merchandise. A space has been provided on the Stock Order 
for "quantity received." The retail store completes the 
receiving operation by checking the merchandise against the 
receiving copy of the Stock Order and entering quantity 


actually received in the space provided. All omissions and 
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ship-laters are indicated on the receiving copy of the Stock 
Order to assist the receiver in checking for receipt of those 
articles actually shipped. 

Upon completion of the receiving and marking operations, 
the receiving copy of the Stock Order is forwarded to the 
merchandise record clerk, who adjusts the stock order total 
meeene boLtom Of the form, if necessary, for items aevvaie® 
received and any items for which a disposition code was in- 
dicated by the Distribution Center. In the case of shin- 
laters an acknowledgement copy of the ship-later Stock Order 
will follow and be processed in the resuiar manner. The 
merchandise record clerk posts all receipts to the Merchan=- 
dise Record and other records as appropriate. 

Manual Stock Orders. The smaller stores and those 
outside the Oakland Distribution Center Region, which have 
not been indoctrinated in the mechanized procedure and proe= 
vided prepunched IBM cards, prepare a Store Stock Order (see 
Figure 12.) This form is prepared manually and submitted to 
the majlorder house for retail store stock requirements. The 
information provided on the manual form is basicaily the same 
as that annotated on the mechanized form. The mailorder 
house processes these stock requests usinz mechanized pro-= 
cedures, i.€., mechanical preparation of a Stock Order as 
outlined above. 

Summary. The above review of the Montsomery Ward order 
processing, even though not complete by any respects, gives 
a good indication of the type of sophisticated system being 


developed by this company. One particularly noteworthy 
he 
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Montgomery Ward Store Stock Order 
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feature is the obvious effort by the issuing warehouse to 


make the reorder of an article as simple as possible. 


IiI. Sears, Roebuck & Co. Stock Order Procedures 

The information provided below is rather incomplete, dus 
to the difficulty in obtaining copies of company procedures. 
This company was somewhat hesitant in providing wany current 
dessa ls concerning their order processing. “Wr Ro Ge Shiv. 
Bablic Relations, Sears, Roebuck & Co., Facifie Coast Admin 
istrative Offices, Los Angeles, California, stated in his 
letter of March 5, 1964: "As you can understand, many of 
our procedures have been developed at considerable cost in 
money and experience. Therefore, they must be treated as 
confidential information." A partial explanation for this 
attitude was given during a Management School field trip to 
the Sears Catalog-Order Plant in Los Angeles on April 30, 
1964. 

Company officials explained that the Los Angeles plant 
is in the process of developing new mechanized retail order 
PmecessSing procedures; theretore, it is difttteul., Geourre ce 
a comprehensive set of actual operating instructions. 

The current procedures are described, as best as poss- 
ible, based on a Sears Training Handbook entitled: Hand- 
book for UBC Employees Retail Basic Training. This hand- 
book was provided by the personnel manager of the Salinas 
mRevail Store during a visit to the store. Key terms are 
defined in Chapter I, 

Retail Store Merchandise Ordering from Controi Store 


sea ceasing oa Ne 


or Pool Stock, The Standard Requisition, Form F141é5, 
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(see Figure 13) is used for ordering mérchandise from the 
Control Store or Pool Stock. Prepareticn ane GistripucicnE 
of this form will be described below. Overprinted requi- 
sitions are used mainly for initial seasonal orders. These 
requisitions which have stock numbers and unit cf issue 
overprinted are furnished to the retail stores with most 
Seasonal lists and simplify the writing of initial orders. 
Completely preprinted requisitions are furnished on a regu= 
lar basis when the volume of orders from all stores is ex- 
pected to be great enough to make preprinting economical. 
The percentage of times this occurs is unknown. 

The preprinted forms usually have UBC paze numbers, 
stock numbers with descriptions of items, the name and 
address of the source (or Control Store), terms and shipping 
imstructions already printed on them. Blank spaces are 
emt tor quantities and prices. Another tyes of requis 
Wiel nas some information preprinted is the Suecial Frome 
tion which is used for special events. 

WO order merchandise for resale the division menace, 
Gevlus merchandise, figures orders, and indicates the 
quantity to be ordered on the applicable UBC pages. Based 
emeunis information, the ordering section prepares requie 
tions. Generally, the following information is hand-written 
ea Stamped on the Standard Requisition: 

ie Dave Or “Order. 


2. shipping date for initial tock = forwsie. 
reorders, no date is specified. 


5. Retail Store Name - in Shap To space, 
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Figure 13 


pears, Roebuck & Co. Standard Requisition 


(Retail Requisition) Form-14125 
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4. 
Do 


6 o 


ds 
dae 


15. 


14. 


De 
NS) 6 
17 « 
18. 


Retail Store Number. 
Number of Mivision placine order. 


Control Store ofepoolk -stoc. Mane .=s1n 
Ship From spaces. 


Control Store Number. 

UBC page numbers of items being ordered. 
Stock numbers of items being ordered, 
Color(s) of items ordered, if applicable. 
Names of items - in description/size column. 
Percentages of excise tax, if applicable 
Total quantity of each ivem ordered - orders 
to Control Store or Fool mustvalways Derin 
multiples of contro! store vac 

Unit in which each alep@ice corde ce, wie ce 
64., Paly, G€tc. = Ms tyosece Wi eiese a me 
olige 

Selling price of each item. 

Unit to which each selling pricé applies. 
Name of person preparing order. 

Name of store manager or other pérson author- 


ized to order merchandise. This person must 
Siem ene Order. 


Bach requisition is seriaily numbered and accounted for 


according to this number. As many as 15 items may be ordered 


on each requisition. However, initial orders are prepared 


separately from reorders, and special items are ordered on 


separate requisitions. Aiso, separate requisitions are 


mrepared for orders from different control sitore depres 


The Standard Requisition is a three-part form with the 


following copies: 


aed 





— 


Orizinal (Black) Order and Shipvinz Cory 
Duplicate (Red) Charge Copy 
Triplicate (Green) "On Order" File Copy 
ine,r Original and duplicate of the requis. (lon are 1 «r- 
warded to the Control Store or Pool when orders are sub- 


mitted. The triplicate is retained in the "on-order" file 


fie 


3 
> ae 
LS Gah tr) 


LJ 


Oe une retail store's receivin= rooms Ihe vor fia 
memed LO the retail store by the Control Store oF Pocus. 
tieastime of shipment with the merehandise ordemcd, The 
Guplicate is returned to the retail store with a tabtuiated 
imine Of all shipments to charge the store for meérchanjise 
shipped. 

When merchandise is checked in by the retail store, the 
original (black) copy of the requisition is forwarded to the 
Uae Buying Control Ordering Section. If a1 merehnandise 
Oue@ered is received, a receiving room employee circles the 
feumeyered Quantities shown on the requisition. In thie e2ee 
PeceuUniiwpmyins control ordering clerk circles the @ iam cies 
of merchandise ordered on the appropriate UBC pages and ine 
dicates this "postine" on the original copy of the requi- 
Sisewon., The requisition is then forwarded to the audiging 
Ceparvment « 

if some of the items on the réquisition ere mogeea 7-7] 
ore partaal quantities of “Some™items sremmot shteopec er. 
Control Store or Pool explains the omission by stamping a 
code number on the requisition next to the items omitted. 
These codes may indicate that the items are back-ordered for 
later shipment, merchandise is discontinued, quantity 


changed to control store pack, omitted - store error such as 
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wrong size or color, 6tc. In these cases eppropriate nota- 
tions are made on the UBC pages in the retail store ordering 
seécticn, and action is taken according to the instructions 
of the codes. 

Retail Store Ordering of Supplies and Equipment and Pur- 
chases Direct From Source. Retail stores may order supplies 
and, Equipment for their operation from the Control Stere wees 
the Supply and Equipment Requisition (see Figure 14.) This 
form is filled out and processed in much the same manner as 
Eat described above for ordering merchandise. 

When the UBC pages indicate that merchandise is to be 
ordered from source, a purchase order is prepared listing 
appropriate descriptive information, quantities, etc., and 
mombed directly to the vendor. Purchases are mace ucde, 
contracts that are consummated by the Buying Department of 
the Parent Store or Branch. 

Summary. This brief discussion of the Sear’s stock 
Sradering procedure describes the traditional ana compier-. 
manual method of placing orders in many merchandising come 
panies, et. al. Forms similar to the ones used by this 
company have been in use by many for a number cf years. Even 
though they are relatively easy to fill out, partially due 
tO the fact that most elements are more or less seilf=excbian- 
atory, their preparation is time-consuming, and they do not 
lend themselves well to expeditious processing in large 
volumes by the supplying warehouse. This is true in spite cf 


the fact that issues are made on a copy of the order form, 


IRS, 





Figure 14 


sears, Roebuck & Co. Supply and Equipment Requisition 


Boum B02 6 
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As noted in several discussions with company officials, 
this company, as well as many others, is in the process 
of breaking away from tradition by changins procedures to 


utilize HAM equipment and computers in order processing. 


IV. National Biscuit Company Stock Unit Order Procedure 

The following outline of NABISCO'S requisitioning sys- 
tem is based on the information provided during a personal 
imbterview with Mr. W. N. Petersen; Manager, and Mr. Dennis 
Clardy, Operations Supervisor, at the National Biscuit Com- 
pany Sales Branch in San Jose, California, The writer ex— 
Mresses sincere appreciation to both of these gentiemenmior 
their assistance. It was pointed out during the interview 
that the National Biscuit Company does not provide written 
instructions for the entire requisition process to the Sales 
Branches. ‘Therefore, this discussion is limited to the 
preparation and submission of orders by the Sales Branches 
to the Bakery and Shipping Branches. Definitions of key 
terms are provided in Chapter I. 

Mechanized Stock Order Procedures. The "Kardex" Stock 
Control Records are reviewed once a week to determine the 
quantities of each product on hand. Based on a given sales 
period, the forecasted sales are computed for each product 
and recorded on the stock record cards. The order clerks 
review the stock control records weekly to determine which 
products have been marked by the manager or operations super= 
vVEsor for somdering. 


For each product to be ordered, a prepunched Shipping 
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Branch Product Card, Form 3503 (see Fisure 15) is selected 
from the file. Ordering is done by individual product. 
Different products are ordered from designated Bakery and 
Samoping Branches. In the case of the San Jose Branch, mos. 
products are ordered from the bakery and shipping branch in 
Portland, Oregon. Each bakery and shipping branch sends 
several prepunched and interpreted decks of product cards for 
the products they bake to each sales branch that they serve, 
This provides the sales branches with sufficient sets of 
erder cards to do most of their ordering. 

Tipe Tollowine information is prepunched wand Vimbperprerca 
on each product card: sales branch number; product number; 
abbreviated product names; and bundle units. To place an 
Giger for a product the order clerk simply indicates wyvit 
a mark sensing pencil, the quantity ordered in the appro- 
priate spaces. Product order cards are assembled and pack- 
aged for each order point with a separate "header" card 
showing the number and location of the source and the date 
of the order. The cards are mailed weekly to the proper 
bakery and shipping branch. 

Sales Branch Shipping Order Processing. After a deter-=- 
mination is made of quantities available for shipment and the 
Product Cards have other pertinent data punched into then, 
the Bakery and Sales Branches mechanically prepare a Shipping 
Order, Form 3511 (see Figure 16.) Some type of IBM equipment 
is used to prepare this document. The Shipping Order indi- 
cates: shipping destination, i.e., sales branch code number 


and location; a shipment number; the product code; number of 
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National Biscuit Company Shipping Branch - 


Product Card Form 3503 
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bundles; number of units; and bundle, gross weight, and 

cube of each product shipped. Also, certain out-of-stock 
Gongs tionsrmay be noted son The Shippin] -Urder ae Ne emia 
CEmble ohippine Order is sent toe tne sales branch wits 
copy of the B/L and other shipping and charge documents. 

Upon receipt of the Shippins Order and the siscmenuso: 
products, the order clerks list. by hand. the product code 
numbers and quantities (bundles) which should be jin the ship- 
ment on the Inventory and Receiving Sheets, Form 38 (see 
Figure 17) and sends them to the receiving personnel to 
eheck in the product shipment. Quantities of bundles actu- 
ally received are indicated on the Inventory and Receiving 
Sheets by the receiving personnel and returned to the order 
elerks,, The order clerks reconcile any diiterences wot quan 
tities listed on the Shipping Order and enter quantities 
mepualily receiyed On the steck control) recora, 

Summary. In spite of the lack of information con- 
@erning the processine of documents at Lhe 1sSuine brane, 
this review does provide sufficient facts to indicate that 
a company concerned with national distribution of products 
has developed a simple, efficient and expeditious method for 
processing their branches! orders with modern mechanized 
techniques. As in the case of Montgomery Ward procedures, 
it is interesting to note the emphasis on ease of reorder by 


the sales distribution outlet. 


Ve. Continental Can Co. Requisitioning Procedures 


The Continental Can Co. has issued Procedures Manual No. 
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Idob ferns, ALS 


National Biscuit Company Shipping Order 
(Mechanized) Form 3511 
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and Receivins Sheet 


86 














savin INI) an ava Au (ANI) 3NIVA AMOLNBANI "ON 29 HONG GE ON LagHs 
‘ 
$ ) Ha 


LVH3d0 gq Fe | 
YOSIAYUSdINS SNOI A AtsaIHSA Se eee = AMNOLNZANI 30 31Lva SS na ae ea ay 
WLLL 





: LEY 
SWIL QAaDVATVYS ag3a90vVWvYd 


SLNAWWOD 39VAIVS sso] LAN “Jag ‘ON “aq ‘ON 
ASIGNVHOYUSW GSADVNVG—-OWNAW 











GAAIZDSM SLINN AWLOL 


{ 


ANC OE LV “oasvVagaa 

| See er aren ae NL | ALVG » ‘QAaDV 1d 
| INL 2 ””0~”~*~””: eee “-QAAlNeNV 

—— "7 di sS ON YVD” G7-GAAGZ/SSON Was HVS 
EE Ss kk oe: MONUL AWILL} 
Oe a Oa GLZ ae Ty Se a a aival 


ovcccs eee Se ItU> Aa GaddiHs! 
AN1VA INIVA LHOISM ‘ON 3005 = 
IYNLOV W/L TWLOL Lonaoud a ae eo uaiva| 








"S$1dIZ9D3M YOU SLNID.LGNYV SYVI1IONd — AYOLNZAN[ YOs AINO SYV110Q —1NNQ 9D 


















YSEWNN 3Q05D 
LONGQOUd 


ALILNVNO 
WLol 





ALILNWOA SO 





AG GSON3LX3 





LASAHS ‘wS'/N NI “OLYd 


ONIAPSADSEsY CIN VW AYOLNSAANIT coon mre ee 














A@ NANVL AYOLNZANI 








33 to reflect the established policy of the Purchasing De- 
partment. One important function of this manual is to pre- 
scribe procedures and forms for orderjng materials at all 
levels of the organization - both internally and from out- 


side sources.©" 


The Purchasing Department's functions and 
responsibilities primarily concern the procurement of mat= 
erials; however, one of their responsibilities is to provide 
assistance in controlling inventories. They deal with the 
Production Control group on matters concerning types and 
quantities of materials and supplies purchased for stock and 
@rrect use in the manulacturing process) ne Purcads 7c 
Department reviews requisitions for quantities requested, 
types of materials requested, and determines the best source 
for purchase as well as the best delivery methods. A very 
close control is maintained to insure that requests for 
materials are approved and signed by duly authorized plant 
cr department representatives.<° Within the organization, 
requisitions may originate in any department. The forms used 
and a brief explanation of their processing is discussed 
next. 

Internal Requisitioning. The Material Wanted Form 149 
(see Figure 18 ) is used for requisitioning stores items. 
Depending on local practice within the plants, it may also 
be used to withdraw production materials from inventory. The 

<7continental Gan Co. Procedure Manual No. 33 - 
Funchasa igs, soe pLCMoeCr,. 1262s meoec lon | aoe 


E8Ipid: Section 1.02. 
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requisitioner manually fills out the form indicatins the 
ordering department, charge and credit acco'nts, use of mat- 
erial, description, quantity, unit of issue (as many as nine 
items may be ordered on each form), the initials of the de- 
partment head originating the request for material and the 
date. The form is submitted to the stores clerk in the 


co When the material 


storeroom for issue of the material. 
1S in Stock, the stores clerk breaks out the materia leand 
mesues Gt, UNen Meets a receipo sor enatite sono cooly Cumh erm 
149. Copies of the issue documents are forwarded to the 
accounting department for financial accounting purposes, 

To maintain maximum and minimum balances of stores items 
the storekeeper initiates a Requisition, Form 151 (see Fig- 
ure 19) or uses a Repeating Requisition; Form 3559 or 3560 
(see Ficure 20). These purchase requisitions are forwarded 
to the Purchasing Department for procurement action. 

Purchasing Requisitioning. Kequests for items which are 
mormally not stocked are initiated on GCilher the Requicaenou 
Form 151 or Repeating Requisition, Form 3559 or 3560, #£=The 
Requisition, Form lol is used to request the furchacigsse- 
partment to purchase low usage or one-time requirements of 
materials, equipment, or supplies from outside Supplier seer 
to effect a between factory (B/F) purchase transaction. When 
it is known that the materials or supplies normally requi- 
sitioned on Form 15] will be ordéred repetitively > tmeurequs= 


sSitioner marks "Repeat" after these items. The Purenasine 


EITbid: Section 2.02. 
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Figure 18 


Continental Can Co. Material Wanted 


Form 149 


So 





FORM 149 


Same og se oS MATERIAL WANTED 


OeLIVAA 2 FOR OC PARTMENT GHARGE ACCT. 


—d Ste ) ITS) 


¥O Of USEO roe CAEOrT | acct. 


Ce 


Quantity UNF ir eal 


PREPARED RY 


IGNATURE Q) DF PT 
ie : ic, / oe 6 2 | ewrEne On . 


RECEIVCD ITEMS CHECKED i SCIBTAIBUTION SNEET 
SIGNATURE 





NOTES 
Q) Entered by requisitioner. 
NOTE: "Unit" and "Description" will be sufficiently detailed so as to 


identify material for stares clerk. 

(2) Entered by stores clerk. 

NOTE: "Price" will carrespond to "Unit" indicated by requisitioner. oV 
will be used by stores clerk when posting to stores inventory record 
card (refer to B-8.07.01). 

(3) Entered by person receiving material. 


4 Calculated ond entered in accordance with local practice. 


G) For Accounting Department use, when preparing account distribution. 





Figure 19 


Continental Can Co. Requisition 


Form 151 
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- (Information outlined below far form 151 (short form) applies also to form 
151-1 (long form) which provides space for additianal items under "Quantity", 
"Unit", "Deserlption” and "Prlee"y 


NOTES 


uP Requlsition form 151 will be used to request the Purchasing Department to purchase me= 
terials, SSueren ond supplies from outside suppliers, or to effect o between factory 
(8/F) purchase transaction. 


2. Plants that use mechanized system for ordering moterlol far stares or between factory 
(B/F) arders will use the form develaped for thls procedure In place of farm 151. 


3. When it Is known that the material or supplies requisltioned on form 151 will be ordered 
repetitively. The requisitioner will pate "Repeat" after ony such items. Purchasing 
Deportment will prepare Repeat Requisition, farm 3559 (ar $560) to be used for future 
requisitions of such material 





Figure 20 


Continental Can Co. Repeatins Requisition 
Forms “S500: and oocoO 
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#60 Enamel (S-1051-A) 


OESCRIPTION: 


taner-Mudge Co., Div. 1.9 ae — ibis 3, eGaarts 
American peo Ca. Fark Cor Car 30 -_30doys bicwae! $2.00 
____| 2000 Westhall St., Pittsburgh, Pa. wt. of Gr. 





FORM 3560 
(SAMPLE FORM FOR ITEM ORDERED ON REGULAR PURCHASE ORDER) 


RETURN CARD 10+ 


Production Control 
sOn DELWERY 10 
Pump Hause 


$TANDAGD PKG. UNIT 


Tank Car Gals. 


eels FOR RESALE 











Uad TuAg 





3 weeks 


CHARGE ACCOUNT RO. 
1535 


COMMODITY CODE 


ee 






VENOOR'S NAMR ANO ACORESS °.0.8. 


| wt (3 You DATE DELIVERY REQUIRED AT DESTINATION REMARKS 


Hal oree aap ZT PZ eae ret 308 = 
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avavarane ene 
a ea (ce dl 


C.€.Ce. PORM BOBRA troia REPEATING REQUISITION 


FORM 3559 
(SAMPLE FORM FOR ITEM ORDERED ON REGULAR PURCHASE ORDER) 


RITURN CARD TO, 


Storekeeper 


LEAD Tig #OR DéiUVERY 16 
CHARGE ACCOUNT NO. 


STANDARD PKG. UNIT 
COMMODITY CODE 


Gallans 
| 803520 (_} FOR RESALE 
woot com] VinoOns Kawe ANO AOOREES | vaT/mid-oue | wav | iis Oe 


Your 1% 
Truck 10th & Deld. 













#15 Silver Brite Aluminum Paint 









OESCRIPTION: 






Sherwin Williams Ca. 
5166 2560 W. Franklin St. 


Baltimare 23, Md. 25th 
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prepares a Repeating Requisition, Form 3559 or 3560 to be 
used for future requisitioning of such items. 

The Repeating Requisition vis vwsed Tor reorder of sucm 
items as production materials, stores items, lubricants, 
office supplies, machine repair and overhaul parts, etc., 
which are ordered on a repetitive basis either by regular 
Purchase Order or Blanket Purchase Order. Forms 3559 and 
4560 are of identical design, except for size. Form 3559 
is for use in "Kardex" file and Form 3560 is for use in a 
"Visi-Record" file. Both of these forms contain necessary 
potormaction wo descrive the items and tov ettect purecmasc. 
such as procurement sources, terms, etc. The requisitioner 
must simply indicate the desired quantity and delivery date 
to initiate a new order through the Purchasing Department. 
This use of a "repeating" or "traveling" requisition is 
typical of many companies. The main purpose of this method 
of requisitioning materials and supplies is to save time 
and paper work for ordering items with relatively high usage 
rates. 

Mechanized Requisitioning. Even though the manually 
prepared Material Wanted, Requisition, and Repeating Requi- 
sition Forms are evidently in common use in the Continental 
Can Cow plants and offices, there is an indication in Pro- 
cedures Manual No. 33 that mechanized systems exist also. 
One of the notes regarding the preparation of the Requi- 
Sition gs torm lol staues: 


Plants that use mechanized systems for ordering 
material from stores or between factory (B/F) 


a2 





orders will use the form developed for this 
Procedure in place of Worm Jol. 


No information regarding mechanized requisitioning systems 
was provided by the Continental Can Co. 

Summary. Based on the literature - books and periodi- 
cals - read during this research, this company appears to 
have a typical manual requisition system for a manufacturing 
compemy. A simple form is used for internal requisitioning, 
a standard purchase type requisition used, and a "repeatine" 
requisition is utilized to the maximum extent possible for 
repetitive use items which must be purchased. Also, some 
mechanized procedures are being employed within the requi- 


Sitroning process. 


VI. Aerojet-General Corporation 
Requisitioning Procedures 


This company's requisitiomine procedures varesorvcim., 
explained based on information provided by the Azusa, Cali- 
fornia Plant. 

Stores and Purchase Requisitions. The Stores and Pur- 
chase Requisition, Form No. 00-030-001 (see Figure 21) is 
the official company document for requesting supplies and 
services. It is a seven-part interleaved carbon set which is 
erenumbered for control and reference ourpcses., — laa >s form 
js initiated by the requisitioning déepartiemtm or edger: 


of supplies or services to a particular contract or 
SOTpid: Section 2.02, Exhibit "B." 
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inventory account.°t Reduisitioners in the usam= cepart- 
ments manually prepare the form as outlined in Figure él. 
All requisitions for materials, supplies, purchased parts, 
services, etc., are forwarded to the Material Control De- 
partment for processing. The head of the requisitioning 
department or his authorized representative must sign all 
Stores and Purchase Requisitions. 

The Material Control Department reviews all requisi- 
tions for completeness and accuracy; and records receipt of 
Sach document by control number in a log répister. A search 
of the inventory records is made to determine if the items 
requested are available for issue. Quantities of items 
available are preposted to stock cards prior to issue of 
material. The requisitions are then forwarded to the Stores 
and Traffic Department, which in turn delivers the material 
to the using department and gets a signed acknowledgement of 
mecee1pt On &@ copy of the requisition, Tne oricinel reqursi— 
tion is returned to the Material Control Department where it 
is priced and forwarded to the Accounting Department for re- 
cording of the charges.9* 

Stockroom Issues. The Stockroom Requisition, Form 10- 
090-004 (see Figure 22) is used to withdraw overhead supplies, 


Slaerojet-General Corporation, Azusa Plant. Materials 


Operating Procedures, (Forms - Processins and Control 
Stores and Purchase Requisitions) Section III, No. 3.l, 
January, 1962: 1. 


S<Aerojet-General Corporation, Azusa Plant. Materials 
Standard Operating Procedures, (Stores and Purchase Requisi- 
trons issievarom™s inventory )=sechion Til, elon so. beer 
January, 9622 l=27 
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Hi eurewe | 


Aerojet-General Corp. Stores and Purchase 


Requisition Form O0-070-O00u 
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company-owned inventory, and direct charge materials from 
the Sub-Stores for use on the owning contract.” Sub- 
stores are established to provide materials in the most con- 
venient locations in relation to work areas. 

Stockroom Requisitions are serially numbered with the 
Sub-Store number followed by a serial number assigned in 
numerical sequence as the requisitions are completed. The 
requisitioner initiates the Stockroom Hequisition, prepared 
manually, for withdrawal of materials required. The Sub- 
Stores stock clerk reviews the Stockroom Requisition for 
completeness, issues materials, and gets receipt for mater- 
ials at the time of withdrawal. After the issue, the orig- 
imal and..one copy of the Svockroom Réequisitiom 2s ferwareded 
to the Material Control Department for processing. The 
Material Control Department posts stock records to reflect 
quantities issued, forwards copies of requisitions involving 
cost transfers from company-owned inventory to Data Pro- 
eessing for cost tabulating,°4 

Material Ordering by IBM 1001 Data Transmission System. 

The IBM 1001 Data Transmission System is a combination 
telephone/tab card transmitter whereby data can be read auto=- 
matically from cards, or keyed on a ten-digit keyboard, and 
transmitted over telephone wires to a recei yin cuapien 


where the transmitted data is automatically punched in tab 


MOkero jet-General Corporation, Azusa Plant. Materials 
Standard Operating Procedures, (Forms Control - Stockroom 
Requisitions) Section III., No. 3.4, September, 1962: 1. 


S4Tbid: 1-2. 
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Aerojet-General Corp. Stockroom Requisition 
Form LO-020-004 


S)si 











| | TOULNOD WIYSLYW 


os-ty DD Ov°e€e DD 


“ON 3009 (WWOD AINO 3SNn ‘D'N 


ZE*LZ2 D9 02-68 DD Ieis9 Li-vt D9 {25 
"9090V/14y 907 (1S find 
ssl 


‘dad 3J9YVHD 


(O8 X) ANSS! BaAdOD 19D 
(€9-Zi “ASY) v00-060-05 


NOILISINOIY WOOUNIOLS 








cards for processing. The Data Transmission System is used 
to facilitate the requisitioning, purchasing and receiving 


of standard supply items covered by a blanket purchase agree- 
ment. An objective of the Data Transmission System/Blanket 
Purchase Agreement is to have the supplier maintain a local 
Stock of items for next-day delivery.°° 

The blanket purchase agreements provide that the seller 


furnish:°® 


1.  Prepunched/preprinted "header" and item 
"order cards." 


2. A three-part packing slip with the delivered 
item(s). 


oo A daily invoice of delivered items. 

4, A monthly summary invoice of delivered items. 

o. A monthly detailed tab listinz of items 
delivered during the month and year to date 
totals. 

When an item is to be reordered under the Data Trans- 
mission System, the orderings department pulls the corres- 
ponding item "order card" (see Ficure £3 for sample cards) 
and notes the date and quantity required in the "ordered" 
column of the card. The "order cards" are forwarded to 
Purchasing Services. Upon receipt of the "order cards" 
Purchasing Services transmits the data to the applicable 
Supplier per IBM lOO] Transmission Opératane Instructions.’ 

Sohero jet-General Corporation, Azusa Plant. Materials 
Standard Operating Procedures, (Material Ordering by IBM 
1COl’ Pave Iransmiasion System) Secivem Dll. slo. oats 
So OvemOet a saGo > jis 

S6Ibid: 2. 


Ovid: Sas. 
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The "ordered" column of the order cards are initialed and 
returned to the orderings department by the end of the day. 
mnie orderims department Golas) tie carcs Lor whicm ordevs 
have been transmitted in a suspense file pending receipt of 
materials from the supplier. 

summary. Aerojet-General's requisitioning procedure 
is probably typical of the aircraft industry in general, 

Mo ease, Jt iS yery Simider to ehe procedures Used, ace 
other aircraft manufacturing companies that forwarded infor- 
mation. A brief résumé of the Douglas Aircraft Company is 
contained in their letter in Appendix IV, and sample forms 
from Douglas and the Boeing Company are giso included in 
Appendix IV. 

From the information provided, the Aerojet-General 
Corporation does not appear to employ as much mechanized 
peecessing of internal requisition documents as the VMoucias 
Aircraft Company. However, the use of the IBM 100] Data 


Transmission System for streamlining the purchase of mater- 


mc and Supplies and tne use of Data Erocesc ims fomscoat 


Mmaoulatinge indicates a definite application of mechani zenro 
it is noted that the requisition and purchase documents in 
moe aircrait industry must contain much iden tieyine jmfor- 
mation for material ordered due to the nature of the 


equipment. and repair parts involved. 


ele, 





PLOULe. 2o 


Aerojet-General Corp. Sample Order Cards 
Used to Requisition trom: 
Garcett Supply Co. 


Frey Jndustrial Supply Co. 
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VI. Summary of Commercial Reguisitioning Procedures 

The review of previously discussed company procedures 
(and others) indicates a trend toward increased mechanization 
or €ertain phases of requisi tien preocéessaine Gm Susinesc. and 
Pidugtry. opecifically, he initial preparation cig size 
order cards and the "automatic" production of an issue docu- 
meme from the prepunched “order care are the most Trequcamiy 
mechanized phases, Perhaps the two most common reasons for 
baa s are the relative ease of document preparation and the 
ability to process many documents expeditiously and accu 
rately for the issue of material. When mechanized systems 
are installed, efforts are usually made to extend the key 
Bench preparation of requisitions as close to vne requici— 
tioner level as possible. This is accomplished in some come-= 
Panies by forwarding prepunched order cards to their retail 
eutlets for simply indicating, by mark sensing, quantity de= 
Sivcd to reorder stock. 

Another reason for weichanizauion, which is probably m6. 
as widespread as the two just mentioned, is that coded and 
key punched requisition order cards used for recording mater- 
dal issues or expenditures are essential for extensive appli-= 
cation of mathematical inventory models, such as optimal 
Reorder Point and Economic Order Quantity (E0Q). The same is 
Meme. Of course, for thesorocessinewotmaler tal enceci pf amd 
demand data. 

It is generally accepted that the vltimate goal of all 
requisition systems is to provide an inventory control pro] 
cedure dependent upon easily prepared and expeditiously 


Out 





updated record of material on hand and on order. Actually, 
to be effective under any control procedure, the material 

or inventory manager must have some way of maintaining an 
accurate material balance record, so that he will know when 
to reorder. To accomplish this, many U. S. corporations have 
found that the use of EAM and ADP equipment and their nece- 
essary operating procedures are the best way to record, storg 
and report inventory data (and other types of data) for re- 
quirements analyses and management decision making. 

In the process of changing from a manual system to a 
mechanized one, forms, formats, and procedures have been 
revised considerably from the traditional manual methods 
employed. With the limited amount of space available on the 
EAM cards and the procedural disadvantages of using "trailer" 
or additional cards, only the most essential information 
appears on the requisition and issue documents. In other 
words the companies that have made the change over to mech= 
anized order processing procedures have been forced to make 
maximum use of codes and abbreviations. 

Requisition Torms and proceduressused hm ourmou tara. 
dustry and business concerms vary considerably yc tmticre 
are definite similarities in some aspects. Even though the 
size, shape, color of forms and the methods for preparing and 
processing them does differ from company to company, there is 
always a requirement for basic information regarding the 
request for and issue of materials and supplies. Also, these 
requirements are vsually established and enforced or moni-= 


tored by some central group within the organization. 
1.2 
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The information gathered by this study indicates that 
in practically all companies a simple and manually prepared 
requisition document is used for internal material movements 
from the main warehouse or shop store to the user of mater- 
ials and supplies. Purchase requisitions and procedures 
vary according to the type of industry involved and the 
nature of materials being purchased; however, the basic ré- 
quirement for a complete description of the item(s ) ordered 
and the delivery and payment terms is somewhat the same in 
all cases. Normally the authorizing and signing of requisi= 
tmom documents, especially purchase requisitions, 15 Olvereae 
eencern in companies that do not employ mechanized procedures 
wer internal order processing. This 4S) an Cx plic1. Cag ue. 
uaemeonorollinge of Whe orders materials and supplies and how 
much. Those companies that use mechanized order-processing 
Pmeccaures do nol require that the order cards be Siemed sic. 
meereval, Frerhaps this is@because they Have Sufticiemis, 
tested the automated decision rules prior to implementation 
andenaye confidence in both the validity and reconstruction 
of the order data. 

in general, the purchase reéquisimewoning sorocecdurescmamad 
forms are given much more attention and are subject to more 
stringent requirements. Many efforts were noted in regard 
tO Simplifying and streamlining these procedures. There 
appears to be fairly wide use of the "traveling" or "re- 
peatinge" requisition for recurring or repetitive purchases 
of the same item. This is particularly true in the manu- 


fAaenwring companies. 
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In the case of mailorder houses, and other companies 
that are concerned with the distribution of their products 
through company-owned wholesale or retail outlets, the 
quantities of stock orders usually correspond to units of 
the manufacturer's factory pack. For example, the mailorder 
company "Control Store" forces the retail store to reorder 
so-called minimum order quantities, based on factory pack of 
the producer, when submitting stock reorders. This is con- 
sidered an economical method of purchasing, issuing, and 
shipping materials and supplies. Nevertheless, it is noted 
that in all these cases individual customer orders are 
filled in any quantity ordered, without regard to the quan- 
tities in a factory pack. In other words, if a customer 
orders one or two shirts from Montgomery Ward, they will be 
Smapped in these quantities, irrespective of the fac yume 
the manufacturer has packed six to the box. 

Even though the complete requisitioning and issuing pro- 
cedures in industry and business have not been analyzed, it 
does appear, from the information reviewed, that insofar as 
the requisitioner is concerned, the process is not compli- 
cated. There is an effort in most cases to make the matter 
of preparing and submitting requisitions as simple and easy 
as feasible, with the possible exception of requiring 
approval signatures in certain cases, This in itseli “does 
not in any way indicate that the entire system is not complex 
and that there are not many problem areas. 

In any large company, inventory management is a diffi- 
cult and extremely important function in the organization. 
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In spite of the fact that centralizing control of inven- 
tories in the Material Control, Production Control, or even 
the Purchasing Department improves the manazement of mater- 
ials, all departments are involved in the successful opera- 
tion of established procedures. Since all departments must 
order materials for their day-to-day operations, the requi- 
sitioning procedures and forms must be well-developed, 
easily understood, and in some respects standardized if 


they are to meet the needs of those who utilize then. 
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CHAPTER V 
COMMON ELEMENTS AND SOME PROBLEM AREAS 


IN REQUISITIONING PROCEDURES 


I. Common Elements 
Based on the review made in this study, of various 

requisitioning procedures used by industrial and business 
concerns and the Department of the Navy, some inferences of 
common elements can be made. These elements, considered 
essential to the development, establishment, and operation of 
an efficient requisitioning procedure as part of the over-all 
inventory control system, can be summarized as follows: 

le. Requisitioning procedures and forms are de-= 
signed to facilitate the accurate recording and reporting of 
material issues or expenditures. This is a necessary ele- 
ment in maintaining an up-to-date balance of material on 
hand. 

£o in all procedures a determination is made as 
to the organizational units and individuals which may ini- 
tiate, approve, and submit requisitions for materials and 
Su@olies. Implicit in this decision 1s a determine tion or 
what types and amounts of materials may be ordered and/or 
approved for issue or puchase by whom. After this is deter= 
mined, controls and a means for enforcing them are usually 
established within a central inventory control group. 


oe in the case of stocked items, procedures and 


forms are designed to iit the type of inventory controL 
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system employed, i.e., centralized or decentralized. Since 


centralized control of inventories is most often employed, 
procedures and forms are usually designed to permit requisi- 
tioning and issue of materials only from or through a cen- 
tralized storage location - either a main warehouse or shop 
store arrangement in the appropriate work area. 

4. Procedures and forms for local issue, i.e., 
intra-company or intra-activity orders of materials and 
supplies, stress simplicity and expeditious movement of items 
from the storage location to the user. In this respect pro- 
cedures must be easily understood and carried out. Also, 
forms are small and filled out by pencil, pen, or typewriter 
at the user level. This could be called the hand-to-hand or 
face-to-face method. 

5. For materials movement from a central storage 
location to distant operating units (or in the case of the 
U. S. Navy, a mobile unit such as a ship) the requisitioning 
procedures and forms are more complicated, demanding, and 
elaborate. This is, in part, due to the need to transmit 
the order information by mail or fast communication system, 
This can be called the request and shipping method. 

In all cases the need exists for an easily prepared, 
transmitted, and processed form which contains essential in= 
formation such as material identification, billing informa-= 
tion, and appropriate delivery instructions.) Mmere) 12a 
definite trend toward utilizing mechanized procedures, forms, 


and formats for these requisitioning needs. 
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6, Ihe requisiacionine procedures and iorms used 
for materials or supplies that are not stocked, or are tem- 
porarily out-of-stock, are the most demanding and exacting 
of all procedures. This is due to the fact that these items, 
usually, are purchased directly from a manufacturer or 
commercial distributor, which results in the initiation of a 
formal purchase document, such as a purchase order or con= 
tract. This can be called the direct buying method. 

In all cases special procedures and forms are employed 
to request the purchasing department to obtain needed mat- 
erials and supplies. The normal procedure is for many copies 
of a manually-prepared purchase requisition document to be 
submitted to the purchasing office by the requisitioner. A 
complete description of the item(s) required, date of deliv- 
ery d2sired, and other information essential to effect the 
moachase is included in the purchase requisition. | iemanv- 
facturing companies a traveling requisition, which contains 
the above information, may be used to request the purchase 
of recurring use items. Based on the information provided by 
the requisitioner, the purchasing office prepares the formal 
purchase document. 

There are few fully mechanized systems employed in this 
method of requisitioning, and yet there are probably some 
real potentials for developing more efficient and time-saving 
methods. Several companies, such as the Colgate-Palmolive 
Company, °8 have devised requisition-order systems to 


S8powst, S. Copying System Turns Requisitions Into 
Urders, “Purchasing, vii com Aug. le, 19Go. ee eeeos. 
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eliminate order-typing of purchase documents by utilizing a 
multi-purpose purchase requisition which serves as an order 
from the requisitioner, and as a purchase document to be for=- 
warded to the vendor. A considerable amount of time and paper 
work is saved here by preparing only one document for both 
purposes, and reproducing copies for purchasing requirements 
on a machine such as the 3M Thermofax "Encore" machine.°? 
The only example of a completely mechanized requisitione- 
purchase system noted during this study was the Aerojete- 
General Corp. application of the IBM 1001 Data Transmission 
system for recurring purchases of items under blanket pur- 
chase orders. 7 

7. In all systems consideration is given to the 
design of forms to meet specific needs of the groups pro- 
cessing requests for materials and supplies. Simple forms 
and formats are utilized for the hand-to-hand method, more 
elaborate forms are used for the request and shipping method, 
and comprehensive forms which require a considerable amount 
of precise information (specifications) are utilized for the 
direct buying method. These latter forms are the most com- 
plicated for the requisitioner to prepare. 

8. Most forms are designed to permit ease of pre= 
paration, i.e., logical order of entering required informa- 


tion, and convenience of transmittal and processing. These 


S97p44, 


40See pages 96-100 for explanation of IBM Data Trans-= 
mission System. 
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aspects are considered under both manual and mechanized 
requisitioning procedures . 

9, Procedures are usually developed and forms de-= 
signed by the central inventory control group; however, all 
using departments are given an opportunity to review and make 
suggestions concerning the methods and forms used in requisi- 
t1Onmie, After acreements are reached concerning Laerproger 
methods and forms for use at various levels, procedures are 
usually issued (in writing) to insure that all personnel 
concerned are given sufficient guidance to follow the speci- 
fereaweystem. « ONCE InsbtrucGions Have peeneissucd .. brane 
elieeises are conducted by the central training or Inventory 
control group. Also, a considerable amount of training is 


conducted on-the-job by responsible supervisors. 


iis some Pwo len iweag, 

While there are some problem areas peculiar to the 
military requisitioning procedures and their implementation, 
Slice LO the vast number of items required 1 or soperallenseand 
the many requisitioners involved, there are also some pro- 
biems that occur under practically all systems- 

the first and perhaps most significens preblem in 
developing and designing a requisitioning procedure is that 
of insuring that it meets the needs of both the inventory 
control group and the requisitioner. Procedures must be 
responsive to the needs of the over=all inventory control 
system, which means providing accurate and complete data 


to manage the materials necessary for production and other 
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operations, while at the same time enabling the user or 
requisitioner to obtain his materials with relative ease and 
expediency. 

Once the proper system (as determined by management) 
has been developed and approved for installation, it must be 
prepared, distributed and explained to all concerned. MThis 
can present quite a training problem depending upon the 
sophistication of the system and the number of units and 
personnel involved. Indoctrination and training of per=- 
sonnel is particularly important, and also particularly 
@ifficult in the case of mechanized systems waere coded ime 
mation and rigid formats are required to insure accurate 
data for machine processing. One thing that management must 
always keep in mind is that the procedures (and forms) must 
be clear and logical if they are to be carried out properly 
and result in efficient material management which means, 
ultimately, the successful operation of the organization from 
a material point of view. 

Such things as the following can be of real significance 
in the successful operation of a requisition procedure: 
(1) establishing controls to insure that materials are issued 
only to those who are authorized to draw them; (2) detecting 
and precluding quantitatively excessive or duplicate requests 
for items; (3) reducing the loss of documents and bottleneck 
operations in document processing to the maximum extent 
possible; and (5) developing and enioreing criteria for Wie 
precedence of processing orders upon receipy in the Gosurae 


(or sales) unit, i.e., determining which orders are processed 
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first for whom and on what basis. In Department of Defense 
activities a material issue priority system based on military 
mission of the requisitioner establishes the criteria for 
order processing. In business and industry scheduling 
customers! orders and intra-plant requests for materials can 
beva very diificult problem; 1b 1s not unusual to fina oar 
orders are processed on a first-come first-served basis. 
This brief discussion on problem areas in developing 
and "eperatine reqursitioning procedures certainly does nor 
cover all possible Pacets of therttunctions. Ut does. hea. 
ever, point out some of the most likely trouble spots in 


most systems, 
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CHAPTER VI 


CONCLUSIONS AND RECOMMENDATIONS 


IT. Conelusions 

An analysis of the information obtained in this study 
indicates that there are areas of similarity for comparing 
commercial and Department of Defense requisitioning pro- 
eedures. Speciiically, the goals and objectives “fer devel= 
oping and installing procedures; drafting and disseminating 
formal instructions; and designing and utilizing forms are 
all valid bases for making comparisons. 

Based on these premises and other considerations, the 
mOlLlLowing conclusions are made; 

1. All requisitioning procedures are developed, 
primarily, to provide an efficient, economical and exped- 
itious means of controlling the order and issue of materials 
and supplies. 

2. Requisitioning procedures and forms serve as a 
vital part of the information flow or communications system 
im inventory control and purchasing. 

Se Much effort, time, and capital are necessary to 
Gewevop, Prepare, and install appropriate and eiticicn. proe 
e€dures and forms to fulfill the needs) of the inventory con-— 
trol groups and regquisitioners. 

4. One major consideration in designing and 
denecikooune requis. i Onamc procedures is the maximum reduction 
of the highly undesirable and nonproductive administrative 


paperwork involved in ordering, storing, and issuing operating 
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materials and supplies. 

5. fhe design, physical characteristics, and 
printing costs of forms utilized in requisitioning pro- 
cedures are very important considerations for the successful 
and economical operation of requisitioning procedures. Nore 
mally, these aspects do, as they should, receive much atten- 
tion in developing and revising procedures. 

6. Efforts have been made to standardize requi- 
sitioning procedures and forms neocaie a given organi- 
zation. Standardization is usually based on the needs of a 
particular requisitioning level, such as the procedures and 
imerms required for local ordér and issue of inventory, i1cemea. 
As forms and formats are standardized, efforts are also made 
to design multipurpose forms, such as combination order- 
purchase documents for intra-company stock ordering and dir- 
ect purchasing. Standardization of forms has proved bene-= 
ficial under manual processing systems and has been mandatory 
for the installation of mechanized procedures. Also, use of 
standard terminology, i.e., codes and abbreviations, and the 
Surict adherence to the prescribed method for preparing 
documents by requisitioners, are essential in all mechanized 
order-processing systems. 

7, There is a trend, in industry as wellleas aoe 
Department of Defense, toward increased application of 
mechanized processing of order and issue documents with EAM 
equipment. The major reasons for utilizing mechanized pro- 
Cessing systems arewro efilect economy ol voperdtvon,  1ac m1 — 


tate more expeditious movement of operating materials to the 
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6nd users, and to provide one of the basic inputs in a fully 
or semi-automated inventory control operation. Also, under 
mechanized order processing, issue and/or sales data can be 
more accurately and expeditiously manipulated for désirsed 
manacement reports and analyses. 

8, Hopefully,, with increased Utiiizacvionwer 
mechanized and high-speed data processing systems in the 
Department of Defense, inventory transaction data will be 
reported more accurately and quickly to central control 
groups - Defense Supply Agency and Military Department-~ 
manaced Inventory Control Points - to permit better material 
procvrement and redistribution decisions in order to maximize 
fnelitary readiness atl given resource m@vels. 

9. The adoption (or planned adoption) of mechan- 
ized data-processing methods for order/issue documents in 
industry and business is an important management decision. 
Normally, this decision is madé only after thorough and meth— 
Saascal pilot studies for the development and deougeinesor 
revised procedures. In the leading U. S. corporations mane 
agement is quite often receptive to new systems and teche- 
niques which can improve profitability. However, each new 
innovation, such as a mechanized data-processing system, must 
meet strict, exacting criteria throug experimentation anc 
evaluation from both an economicaland eificiency soinu of 
view. In spite of the fact that military departments, unlike 
the business world, do not have the convenient yardstick of 


profitability for measuring performance of revised procedures 
such as MILSTRIP AND NAVSTIP, criteria for evaluation rer 
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improved efficiency, better materiel services, and increased 
readiness can be developed and used prior to enforcing 
changes. Until such time as proper and effective measures 
are taken to evaluate and test new developments prior to their 
installation - even with such a routine procedure as ordering 
of materials - there will always be a potentially large risk 
that efficiency of operations and readiness will actually, 
decrease rather than increase. 

10. dim industry and business, requis ta oni. sono 
cedures and forms, even those involving mechanized data pro- 
eessingy are designed To assist ime vequisi Cionersa aioe my, 
preparing his stock orders. The major consideration in 
developing the current Department of Defense requisitioning 
procedures was to accomodate the mechanized processing of 
order/issue documents by the major military supply acti- 
vities. One effect of this new procedure was to make it more 
difficult to manually prépare requisitions, due to the extreéene 
amount of coded and abbreviated data and the inconvenient 
size and design of the order card for typing. 

ll. Frequently, business concerns include the 
requirement that satellites in a material distribution 
system order from the central warehouse (or supply source) 
only in units of manufacturers! factory pack. The use of so- 
called minimum order quantities (M0Q) based on factory pack 
provides a savings in purchasing, storing, and issuing 

4lsee Chapter IV for a discussion of Montgomery Ward 


and National Biscuit Cos mechanized stock and product order 
systems. 
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manufacturers! products. 


ii. Recommendations 
It is recommended that the Navy Bureau of Supplies and 
Accounts conduct feasibility studies of the following pro- 
posals in conjunction with the Defense Supply Agency. 

1. Simplify procedures for the preparation of 
requisitions at nonmechanized Navy activities. Consider- 
ation should be given to providing aids, such as prepunched 
order cards, for these requisitioners to order operating 
Supplies, as is done by merchandising firms discussed in 
this report. It is realized that the many variables in 
eqded NAVSTIRIP requisitions, thé intrequent reorder ciamany 
low-demand items, and the need for mobile units to submit 
orders to various supply points present problems in devel- 
Sping this proposal; Nevertheless assistance or Loneuuy oe 
is necessary to reduce the current workload of requisition 
pecparation at nonmechanized activivies. 


2. Develop a simpler and more convenient size 
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activities. Since the DD 1348 forms are not beines punched 
for direct entry into mechanized or automated data-processing 
systems, their preparation by manual means creates an un- 
necessary administrative workload at the nonmechanized 
activities. The utilization of a larger size form which is 
easily typed could provide considerable savings at these 
activities. The test of the Consolidated NAVSTRIP Requi- 


Sition Form which was authorized by BUSANDA Notice 4400 $33.3 
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of £4 June 1963 was an effort to accomplish such a proe# 
HDosal. However, it might be more efficient and practical 
bo Gepert from the standard NAVSIRIP regquisi lion codedvicr-— 
mac in désigning such a form. No doubt, there are problems 
in developing this proposal, but they are not necessarily 
insurmountable, 

So Install additional EAM key punch equipment in 
nonmechanjzed Navy activities for the preparation of requi- 
Sitions. Perhaps, this is the most practicel and feasible 
alternative in reducing the administrative workload of 
requisition preparation at these activities. Providing 
these activities with basic key punch capabilities would 
mermit them to utilize the mechanized forms and formats 1 or 
which NAVSTRIP was designed. At the nonmechanized shore 
Stations, wWiteh have a mission of providing supply “suppers 
to tenant and fleet activities, the installation of EAM 
equipment for preparation of Release/Receipt Documents DD 
Form 1348-1 is also a necessity to reduce this administrative 
workload problem, 

4. Other areas of study for possible improvement 
and simplification of NAVSTRIP are: inclusion of more 
"ylain language" information in lieu of coded data on all 
documents to make them more meaningful to "laymen"; printing 
out of more information jn the clear on the Release/Receipt 
document (in addition to the coded information); developing 
procedures and designing forms necessary to adeps tne 


traveling requisition concept at selecredsshorcasua wom 
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Util Zabion Of OpLiesl charadeter recom: tron Ca pocnc. we 
reproduce data on manually-prepared requisition source 
documents on magnetic or paper tape for direct entry into 
the data-processing and/or transmission systems (this would 
be an effort to overcome the present input bottleneck cre- 
ated by the requirement for key punching input documents); 
utilization of optical "scanners" to read and translate 
"olain language" information on source documents irto coded 
requisition format for entry into data-processing and/or 
transmission systems; and installation of additional AUTODIN 
or othér rapid data transmission system in additional shore 
stations and shins to expedite transmission of requisition 
data from more Navy activities. 

A final recommendation that is not necessarily related 
mo NAVSTRIP, per sé, is) that consideration, be e517 stem ae 
further application of minimum order quantities of manu- 
facturers! factory pack as a unit of issue within the Defense 


Supply Agency and Navy Supply system. 
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Tinney, KR. T. Requisition Processin= Ol = upp iy vet 
vities. (Unpublished Term Paper) USNPGS, Mont- 
erey, Gadit.*, Dec., 1908. 


Vo. OTHER 


Aero jet-General Corporation, Azusa Plant. Materials 
Operating Manval, Sé€cutongi liao sale 


Ball, S. M. Supply Management Progress Heport. (Mourns 
Newsletter - Magazine of the Navy Supply Corps., 
Vow co. uly, “ieee toe ee 


Chief of Naval Operations. Uniform Materiel Issue Pri- 
ority System. OFNAV “Instruction 4606. i Jee 


Continental Can Co. Procedures Manual - No. 33 = Pure 
chasing. Sections Tanda 2,1 20-172 


ae 





JOR 


JA 


ae 


15. 


Department of Defense. Defense Supply Agency (DSA). 
DOD DIireclLive’ ole cc, “bool, 


Department of Defense. Uniform Materiel Issue Priority 
System. DOD Instruction 4410.6, 262, 


Department of Defense. Military Standard Requisitioning 
and Issue Procedures (MILSTRIP). DOD Instruction 
4140.17, 1962. 


Pluckeye. ts Bo President, Navy Board of Inspection ana 
purvey. Reduevion-ol administrative eifere wird 
the Operating Forces as related to the Navy Requi- 
sitioning and Issue Procedure (NAVSTRIP). (ltr. 
addressed to CNO), Nov. 18, 1963. 


Kimmel, A. F. U.S. Steel Corporation. (ltr. in res- 
ponse to survey questions), March 23, 1964. 


Military Industrial Supply Agency (MISA) Notes. BUSANDA 
Publijeation 126, issue 47. Waren loon « 


Rives, Ro. C. Sears, Roebuck & Co. (itr. in response 
to survey questions), March 5, 1964. 


Sears, Roebuck & Co. Handbook for UBC Employees Retail 
Basie draining. 


U. S. Navy Department, Bureau of Supplies and Accounts. 
Consolidated NAVSTHIP Requisition Porn. tect ecm 
BUSANDA Notice 4400, June 24, 1963. 
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Us of Naval, Posturaduate (school 
BOX cov. 
Vonverey., Caikii « 


January 16, 1964 


Le oJ bund bere 
Industry Marketing 
Western Regional Office 
4424 Wilshire Blvd. 
Los Angeles, Calif. 


Dear Sir: 


f am commencing research for a Naster Ss unecis 25 paruor mn, 
graduate (Navy Management) studies at UNSPGS. My advisor for 
this endeavor is CDR S. E. Blandin, SC, USN, whom you may 
remember from the Navy Executive Seminar held in San Jose on 
November 4, 1965. He has indicated that you may be sable wis 
help me in gathering research material for my paper. 


Since IJ have been involved in material and inventory manaze- 
ment during a good portion of My career as a yop!) stenpe 
6tficer, I have selectéd one aspect Of Ghis 1 tel@ease tees. — 
ject for my paper: namely, Material Requisitioning (Ordering) 
ance SSsuinge Systems and Frecedurcs. 


inethis study J am not concerned With, the conor we moe 
methods used for ordering and stocking materials; I will de- 
yote my paper only to the procedures and forms used spo crdes 
and issue material after the order quantity has been deter- 
mubmed:. 


it is my desire to collect and summarize interiac: ooo mac 
material ordering and issuing systems of commercial corpora- 
tions (with related forms) in an effort to compare and con- 
trast them with HILSTRIP anew a ete 


If they are available, would you please forward one copy of 
the "Material Control" and "Product Support" portions of the 
IBM Aerospace Industry Study? CDR Blandin thinks these may 
be of assistance in developing mye cue 


wincerely. Vous, 


13/7 Wises Bol Onk, 2 
LCDR SG US 





Wo Oe Loval Posteresdvater.cniooL 
Bex 27 | 
Monterey, Calif. 


January 1l€, 1364 


Bducational Director 
Montgomery Ward 

29th Ave. and B&B. 14th Sts 
Vaitend,; Caiii. 


Dear cir: 


i 2m commencing research for val acters tnestenas pace or 
my graduate studies in Navy Nanagement at USNPGS. 


since J Have béénm involved in material and iuvyentory aan 
acement during a mood »portion Ol@mywiavy .carece. Io aye 
enosen one aspect of this field asa The subject. oF wy wearer. 
namely, Material Requisitionins (Ordering) and Issuing 
SvaLens 

SySvens. 


it is my desire to collect and summari Ze Verna em on 
material ordering and issuing systems and forms from your 
company and others, in an effort to compare commercial prac— 
tices with those used in the U.S. Navy Supply sya tenes 
intention is to review commercial procedures and forms for 
pessibie apolications Inymiiliiary le 2m wics yore 


im this study I am not concerned With metmods wsed seerncc 
PuUbine requirements for ordering and Stee ae male ia oe 
paper will be devoted simply to procedures and forms used 

bo order and ship an item [rom Warem@ouse Go .chs voir ow ato 
a retail store after the order quantity has been determined. 


Would you please forward coples Of Our *traiuaag Orme, can 1 
zational instructions on this subject with sample order, 
issue (invoice), and stock-control record forms for my 
review? Any information that you can provide will be 
greatly appreciated. 


Mt 1S possible that I could arrance agri s sod la, oe 
in your estimation, such a visit would be valeable an 
Patnerine iAnlorma ti On. 


Sincerely wours, 


/S/ WA erie me eOe ben J tee 
LCDR, SC, USN 





Us S&S. Naval Posteraduate School 
Post Office Bor 267 (Sie) 
Monterey, California 


January 28, 1964 


Dear o17-: 


I am collecting information for a Master's thesis as part 
of my graduate studies in Navy Manazement at the U. 5S. 
Naval Posteraduate School, Hontersy, Cai tera. 


Since I have been involved in material and inventory man- 
acement during a good portion of my Navy career, I have 
chosen one aspect of this field as the subject of my paper: 
namely, Material Requisitioning (Ordering) and Issuing 
Systems. 


It is my desire to gather and summarize information on 
material ordering and issuing systems and forms from your 
company and others, in an effort to compare commercial prac= 
tices with those used in the U. S. Navy Supply System. My 
intention is to review commercial procedures and forms for 
possible applications in military logistics systems. 


In this study I am not concerned with methods used for com- 
puting requirements for ordering and stocking material. My 
paper will be devoted simply to procédures and forms used to 
order material for stock (in warehouses or shop stores) or 
use in the manufacturing process. I am also concerned with 
procedures and forms used in issuing material from the ware- 
mouse, SHOD StLOreG, Or StTOreroom tO thie sreduchre. wie 
San rce Ler USC. 


Would you please forward copies of your trainings or orzsani= 
zational instructions on this subject with sample order, 
issue, (or job order), and stock-control record forms for 
my review, I will be glad to return a7) sand valores he 
material if desired. It is not intended that my paper will 
be published, and it will be used only within the Navy. 


Any information that you can provide in the near future will 
be greatly appreciated. 


Since rede Zoli. 


[5/7 ea Bee LOn kn ies 
LCD Cue 
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SUNMARY OF CORRESPONDENCE FROI 


COMPANY NAME AND ADDRESS REPLY 
Internation Business Machine Yes 
Corp., Western Regional Off- 

ice, Los Angeles - IBM Plant, 

san Jose, Calif. 

Sears, Roebuck & Co. Yes 
bes. ineseles, Calii. 

Chicaco, 121. 

Montgomery Ward Yes 
Cawtand, Calif. 

General Motors Yes 
Metroit, iWreh. 

Nord Motor Coe Yes 
Mearborn, Mich. 

Gmeysler Corp. No 
Bevroity. Mich. 

wemerdl Blectric Yes 
sepenectady, N. Yo 

mestern Electric Corn. Yes 
New York,-N. Y. 

PeoLinghouse Bilectiric Corp. No 
Pa oie Fale 

Wea OLee i “Core: Yes 
New York, N. Y. 

Bethlehem Steel No 
Be thitenemy., ae. 

Swift & Company No 


Cieazo, Ili 


Wig 


Se CORPORATIONS 


INPORNATION PROVIDED 


General information 
books and special in- 
ventory management and 
product support studies 
of various industries. 


No information pro- 
vided by mail. Suggest- 
ed visit to netaal 
Store Manager in 
Salinas cal Te « 


No information pro- 
vided by mail. Suggsest-— 
ed visit to mailorder 
house =in Cakiand: 

None. Suggested 
writing to several 

Diy swons fOr im 
formation. 


None. Negative reply. 


None. 


Some forms from maile= 
room Supervisor. Bs 
booklet entitled: Stock 
keeping System Guide. 
Limited information on 
d6si red sub ject. 


some forms. No infor- 
mation on procedures. 

None, 
None. 9 Neeati ven roa 


None, 


None. 





SUMMARY 


COMPANY NAN AND ADDRESS 


Armour é& Co> 
Chiiecaso, fil. 


BOCIna COs 
Seattle, Wash. 


Lockheed Aircraft Corp. 
Burbank, Calif. 


Douglas Aircraft 
Santa Monica, Calif. 


mero jetv-General Corp. 
El Monte, Calif. 


National Dairy Products Corp. 
iNew York, N.Y. 


General Foods Corp. 
mate Plains, N. Y. 


Borden Company 
Mew York, N. Y. 


General Millis 
Minneapolis, Minn. 


Campbell Soup Co. 
Camden, No Je 


Netnonal Biscuit Co. 
New York, N. Y. 
San Jose, Calif. 


Carnation Co. 
fos Angeles, Calif. 
Kellogg Company 

Baya ve “Ore elo i 1.Cl. 


Pet Milk Company 
Duc LOuULS, Mo. 


OF CORRES PONDETCE FRO 
(Continued) 


Rea 





No 


Yes 


Yes 


Yes 


Yes 


No 


No 


No 


No 


Yes 


No 


Yes 


No 


U. 


Se CORPORATIONS 


INFORMATION PROVIDED 


None. 


Procedures Manual and 
forms provided by Air-= 
plane Div. and Aero- 
DPaecewl ty. 


Procedures Manual of 
Purcoasa is eee 
Lted 1anforma ti om on 
desired Sub lect. 
outlined in 
and sample 


Procedures 
letter, 
forms, 


Procedures Manual and 
Torms.  Hxeellent. 


None. 


None. 


None . 


None, 


None. 


No information pro- 
vided by mail. Sugzest- 
6d Visit to Sales Sra 
in San Jose, 


None, 


T \ ; 
None. Negative reply. 


<4 


OT rs 





SUEMARY OF CORRESPONDENCE PRO}, 
(Concluded ) 

COMPANY NAME AND ADDRESS REPLY 
Pillsbury Company Ho 
Minneapolis, Minn. 
PEReCLOr m. wemoLe CoO. Yes 
Cimerinati., “Ohio 
Cannon Mille.Go. No 
mnmapolis. We 0. 
Cones Mills Corp. No 
Greensboro, N. Co 
Goodyear Tire & Rubber Co. No 
hvoaon, Ohio 
Weeroe nD Der Co, No 
New York, N. Y. 
Concinental Can Co. Yes 
New York, N. Yo 
American Can Co. No 
New York, Nz Yo 
Bendix Corp. No 
iecroit, Mich. 
Naileo COrp. No 
Philadelphia, Pa. 
eltdden Co. No 
Cleveland, Ohio 
Sherwin Williams Co. Yes 
Cleveland, Ohio 
Rexall Drone & Chemical Co. Yes 


Los Angeles, Calif. 


Ges 


5S. CORPOKATIONS 


INFORMATION PROVIDED 
None < 

None. lf oerwareed 
scholarship ive; 
Considered negative 


repli. 


None. 
None, 
None .« 
None. 


Procedures Manual 
with exhibits of 
forms. Excellent. 


None 
None, 
None 
None. 


some forms. Wo 
int ormanionven 
procedures. 


Many forms-used by 
retail stores and 
manufacturing compan- 
Les, No infemne tan 
on procedures. 





SURVEY STATISTICS 


SURVEY ACTION NUMBER 
Companies contacted og 
Companies replied 18 (46%) 
Companies not replying 21 (54%) 
Negative replies 4 


Companies providing some information 
either through mail or company 
veal oa tS RS) 


Companies providins enough int ormapien 
bOu aes Cr1 vein “some "Geta iiet wea: 
procedures and forms used S, 





APPENDIX III 


LETTERS FROM: MONTGOMERY WARD 
SEARS ROEBUCK & CO. AND NATIONAL BISCUIT CO. 
THESE LETTERS RESULTED IN COMPANY VISITS 


TO OBTAIN INFORMATION FOR THIS RESEARCH STUDY 


pe ee ee ee ee Se rm ama ee 
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MONTGOMERY WARD 


Genewl {feces 2825 E. 14th St., Oakland 16, California - KEllogg 3-1300 


- January 21, 1964 


Wallan Boaorkessa ct. 

LODR, SC, USN 

U.S. Naval Postsraduate School 
Box 2671 

Monterey, California 


Dear Sir: 


I have your letter addressed tc the Educational 
Director regarding forms arc nrocedures used in 
our order handling. 


It is my opinion that if you could arrange iv, 

a visit to our Mail Order House would be advisable. 
Because of the complexities of the operation, 
observation would better enable you to determine 
just what phases you would like to cover. 


If you could let us mow when you would like to 
Visit our House, we will arrange for someone to 
confer with you. 





2 Ae OT a A cert 


Sears, Roebuck and Co. 


Pacific Coast Administrative Offices 
2650 East Olympic Boulevard 
Los Angeles 54, California 


March 5, 196 


ice Vi dane i.) Vor, i. 

LCDR, SC, USN 

U. S. Naval Postgraduate School 
Box 2671 

Monterey, California 


Dear Mr. York: 


This will acknowledge your letter of 
January 16, 1964 relative to your research 
for a Master's thesis. 


As you can understand, many of our procedures 
have been developed at considerable cost in 
money and experience. Therefore, they must 
be treated as confidential information. 


Nevertheless, LI am certain that we will be 
able to cooperate with you to some degree, 
and therefore, would like to make the follow- 
ing suggestion to you. 


Please contact Mr. J. H. Ogilvie, Manager 
Sears, Roebuck and Co, 
1002 So. Main Street 
Salinas, California 


I am sure that he will be glad to assist you 
in every way possible. 





NATIONAL BISCUIT COMPANY 


425 PARK AVENUE Telephone: PLaza 11-5000 PLEASE REPLY 10: 2.0. BOXRMS 
NEW YORK 22, N.Y. NEW YORK 17, N. Y. 





February 24, 1964 


Me, WildliameBbe york, cdr. 

ECDK, oG, UN 

U. S. Naval Postgraduate School 
P. O. Box 2671 (SMC) 

Monterey, California 


Dear Mr. York: 


In reply to your inguiry, we regret that we have 
no printed information on material requisitioning . 


We would suggest that you visit our nearest sales 
and distribution branch where you may obtain a general 
idea of how we operate. This would be our San Jose 
branch at 298 Bassett Street, San Jose, Calif. The 
manager there is Mr. W. N. Petersen. 





APPENDIA IV 


LETTERS FROM COMPANTES WHICH PROVIDED 


PROCEDURES AND FORMS HELPFUL IN 


CONDUCTING THIS RESEARCH 5S fUDY 


dbyats: 








AEROJET-GENERAL CORPORATION 


AZUSA, CALIFORNIA 91703 © ED 46-6211 


(/ AEROUET 


GENERAL 





VON KARMAN CENTER 


3 March 196) 


Bob, York, Jr. 
U. S. Naval Postgraduate School 


Post Office Box 2671 (SMC) 
Monverey, California 


Subject: Information for a Master's Thesis 
Dear LCDR, York: 


Enclosed are the procedures and forms you requested. Hope these represent 
the data you are seeking and will aid in the successful completion of your 
Master's thesis. 


If I can be of any further assistance, please feel free to drop me a line. 


Sincerely, 


oe 


Fite om mm Yan ie mi ame chen meee 





CONTINENTAL CAN COMPANY, INXc. 
E 
633 THIRD AVENUE . CASLE acoress 


"“CONTINCAN, NEW YORK’’ 
NEw Yorks, N.Y. 10017 


February 25, 1964 


Lieut. Commander William B. York, Jr. 
U. S. Naval Postgraduate School 

Post Office Box 2671 (SMC) 

Monterey, California 


Dear Commander York: 

In answer to your letter of January 28 addressed to the 
Educational Director, we enclose organizational instruc- 
tions on material requisitioning and issuing in this 


company. 


We hope this material will be helpful to you in the prepara- 
tion of your master's thesis, 


Gincrerealw waure 





Le, 5 ' were F pr re wf -_— ‘ [Tf = 
THE Med/ Cit fL£lw Ly dk. . COMPANY 


AERO -SPACE DIVISION - P.O. BOX 3 


February 14, 1964 


2-LhO1-3-3-46 


ebieeam. BoevOrk . li. 

Lepr, 20, UoN 

U. S. Naval Post Graduate School 
Post Office Box 2671 (SMC) 
Monterey, California 


Dear br. York: 


Your letter of January 28, asked for information to assist in the prep- 
aration of your thesis. 


The enclosed procedures and forms related to the Aero-Space Division 
operations are sent tc .Su per your request. 


- 5 - ° i ae ee ee ta elr 
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THE + ¢ Z se ao” 8=COMPANY 


AIRPLANE DIVISION ° P.O, BOX 7O7 + RENTON. WASHINGTON 


February 25, 1964 


tN REPLY Ree eR io 


6-4411-2-373 


LI, COMMANDER WILLIAM B, YORK, JR. 
U. S. Naval Base Graduate School 
P. 0. Box 2671 (SMC) 

Monterey, California 


My dear Commander York: 


In accordance with your request of January 28, 1964, we are enclosing 
instructions and forms used to requisition materials. As we understand 
your request, the information covers only the preparation of: 

(1) requisitions authorizing purchase of materials and (2) requisitions 
authorizing release of materials from stores or warehouse. 
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MISSILE & SPACE SYSTEMS DIVISION 
February 27, 1964 


A-162=23 


Mr. William B. York, Jr. 

U. S. Naval Postgraduate School 
Post Office Box 2671, (SMC) 
Monterey, California 


Dear Sir: 


In reply to your request for information on Material Ordering and Issuing 
System I am enclosing forms used by Douglas Company, Missile and Space 
Systems Division. 


As a major part of our procedures are written to handle the variable within 
our basic procedures or philosophy of operation, perhaps a short descrip- 
tion of our basic procedure would be more desirable. 


All manufacturing materials for the end item are listed from the blueprint 
by the Material Release Department in Engineering or Planning. These re- 
quirements are accumulated by contract number and sent to Material Control 
for recording on Inventory Records. 


Material Control creates a Purchase Requisition and sends it to Purchasing 
Department for procurement of material. After receipt of material it is 
issued on Planning withdrawal paper to the shop. 


Material Control establishes requirements on Maintenance, Repair and 
Operating Supplies by computing an average Monthly Consumption (AMC) using 
the average of the past six months usage. Quantities to be ordered are 
established by Economical Order Quantity (EOQ)Method. 


Enclosed are the basic forms used in our procedures with a note on each to 
identify its function. 


I trust this will be of some help in your study. 
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REPLIES FROM COMPANIES WHICH WERE 


DEFINITE NEGATIVE RESPONSES 


eg 
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ACCOUNTING 
DEPARTMENT 


March 23, 1964 


Mie Wilitean Bs York, ar. 

L CDR, SC, USN 

U. S. Naval Post Graduate School 
P. O. Box 2671 (SMC) 

Monterey, California 


Dear Mr. York: 


Thank you for your letter of January 28, 1964 requesting 
information on Material Requisitioning and Issuing Systems. 


Our material acquisition and disbursement »vrocedures are 
designed to meet specific needs compatible with over-all corporate 
principles and are not available for release. We are not, therefore, in 
position to respond to your request with any material that, in our 
Opinion, would be useful to your current study. 

















© Sort » Motor Company SS 
The American Road 


| Dearborn, Michigan William B, York, Jr. 


ICDR, SC, USH | 
U. S, Navel Postgraduate School 

Post Office Box 2671 (SM) 
Monterey, California 


~ “ “MOTOR COMPANY 


Tne American Road, Dearborn, Michigan 


Thank you for your inquiry. 


We consider it a privilege to assist. students with special research 
projects whenever possible. Our assistance, however, must be 
limited to those subjects on which we have materials or informa- 
tion available. Since your project requires a compilation of data 
that is more extensive than we can undertake, or the use of clas- 
sified information, wé are unable to assist you further in this study. 


We appreciate the interest that prompted you to write, and hope 
that we can assist you in connection with anoiner project at some 
future time. 


Cordially, 
Educational Affairs Department 





KELLOGG GOMPANY 


BATTLE CREEK, MICHIGAN 


February 14, 1964 


Mra Willi encoBe Vork. co. 

LCDR, SC, USN 

U. S. Naval Postgraduate School 
Post Office Box 2671 (SMC) 
Monterey, California 


Dear Mr. York: 


Although we obviously have procedures 
to carry out all these functions, the 
materials are not readily available 

in printed form which we can offer you. 
We are sorry we cannot be of help to 
you in this matter. 


Thank you very much for writing and we 
wish you the best of luck in obtaining 
your masters degree, 





APPENDIX VI 


LETTERS FROM COMPANIES WHICH EXPRESSED 
SOME WILLINGNESS TO ASSIST 


BUT WITH LIMITATIONS 


130 





LOCKHEED-CALIFORNIA COMPANY 


A DIVISION OF LOCKHEED AIRCRAFT CORPORATION 


BURBANK ROMLAMEES cariroRNia 91503 


. 4 i. 
> 


! 
March 6, 1964 


ECDR Wye. Lork, Jr: 

U. S. Naval Postgraduate School, 
Monterey, California 93940 
eA. Boxi2o7 | 


Dear Sir: 


This responds at last to your letter of January 28, 1964, addressed 
to the Educational Director, Lockheed Aircraft Corporation, which 
has been handed to me for attention. 


The enclosed manual on Procurement Planning no doubt contains 
much material not precisely pertinent to your thesis. It does contain 
much of the ordering philosophy, though, so will probably be of some 
help. 


The enclosed facsimile forms and descriptions oi their use may be more 
in, pomnt. 


We hope this material will be helpful to you. When it has served its 
purpose, it may be destroyed. Iam sure you understand that we would 
not like to have any of it published without our first having an oppor- 
tunity to review the material. 





REXALL DRUG *y CHEMICAL COMPANY 


EXECUTIVE OFFICES 
8480 BEVERLY BOULEVARD, LOS ANGELES, CALIFORNIA 90054 


February 11, 196) 


Lt. Commander hilliam B. York,Jr. 
U. S. Naval vostgraduate School 
Post Office Box 2671 (SMC) 
Monterey, California, 9390 


Dear tir, York: 


Our "contribution" to your study is se.ne sent to you in 

a separate package, and I hope it will be of some assistance 
to you. This is in reply to your request of January 28, 
addressed to "Educational Director". 


Unfortunately, there are no formal orccu.w, -c or instructions 
that we can furnish, but we are sendirs a@.. .”. of ocunds 

of forms which are used in stores, manutacculin_ slants and 
warehouses. They have be2n gathered for us in our accounting 
department and have bcen tez ed in an informal fashion. he are 
a little shorthanded at present or we would have dressea the 
packers Up a lvuvile mere. 


Goca fuck in “ser study... Jo wowld ce nicey co Know Howe ee 
make out. 





GENERAL MOTORS CORPORATION 


GENERAL MOTORS TECHNICAL CENTER 


WARREN, MICHIGAN 48090 


EDUCATIONAL RELATIONS SECTION 
PUBLIC RELATIONS STAFF 


February 18, 1964 


Mr. William B. York, Jr. 

LGDR, SC, USN 

U. S. Naval Postgraduate School 
Post Office Box 2671 (SMC) 
Monterey, California 


Dear Mr. York; 


Thank you for your recent letter requesting information on the 
General Motors requisitioning system. 


Since General Motors operates on a decentralized basis, each of 

our divisions is in charge of its own purchasing. Therefore, I 
suggest you write several of them directly asking for the information 
you need. I am sure they will do their best to help you. 


The enclosed booklet, "A Look at’ GM", contains any divisional 
addresses you might need. 


We appreciate your interest in General Motors, and if we can be 
of further assistance to you, please let us know. 


Sincerely, 





Western Elecfric Company 


in C OR POR AT ED 
195 BROADWAY. NEW York, N.Y. 10007 
AREA CODE 212 571-2345 


February 21, 1964 


COMMANDER WILLIAM B. YORK, JR. 
LCDR, SC, USN 

U. S. Naval Postgraduate School 
P. O. Box 2671 (SMC) 

Monverey - Calin Omnia 


Dear Commander York: 


I have attached copies of some of the forms we use 
tO requisition material, payroll accounting | bidiline ean 
purchase Or material, — Also, ineluded “ere forms tema k= 
phone company requisition on Western Electric and U. S. 
Government requisition on Western Electric for non-project 
COL CCMULacveLuels, 


I hope these forms will help you in the preparation 
of your Master's thesis. 


Thank you for your interest in Western Electric. 





THE SHERWIN-V/ILLIAMS Co. 


tot PROSPECT AVE... N W 


CLEVELAND 1, OHIO 
February 21, 1964, 


ECDR Wilijjanm 8, York, Jr. 

U. S. Naval Postgraduate School 
Post Office Box 2671 (SMC) 
Monterey, California 


Dear Commander York: 
Perhaps the enclosed forms used by our Purchasing 
Department will be helpful to you in connection with your study 


of material requisitioning. 


If I can be helpful in any other way, please let 
me know. 























